EIFFECilX'E UEn’fLRi ISl 

The business letter should aim at some 
thing positive and not negative so that atten 
tion of the reader is not deflected, but positively 
fixed on one definite purpose There must be 
a news interest in eveiy business letter Argu 
mentation should be avoided, no attempt be 
made to appear dignified. Eloquentlj worded 
or phrased sentences have no place in a busi 
ness letter 

Yet the writer must be careful to avoid 
lev It) as well There should be no slang 
Never quarrel b) letter Never wnte angiy, 
harsh words £\preas no bad temper, for a 
written letter remains a permanent evndence 
of an madent which 50U would like to forget 
in cooler moments Our advice is never wnte 
a letter in a ruffled temper \ letter mutt be 
pleasant to read, the reader must be made to 
enjov reading a. letter, and no irritated man can 
write a pleasant effective letter 

THIMS or THE EFrECT 

In a busmess letter there should be no 
scolding, no sarcasm, no peenshness The 
writer should first and last think of the effect 
his letter w ill produce on the reader — and must 
sa> what will be useful 

In wntmg to a customer always consider 
of what he is worth to jour firm Even if he 
is wrong do not try to prove 11 in a letter 

ilER. IL 
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FOREWORD TO THE FIRST EDITIO>. 

^Vhat I have to write m the Foreivord has 
all been v\Titten m the body of the Book. I have 
only to add that the underlying object m the 
folloiving pages, is the revelation of the mighty 
force within you — vvnthin every man — the faith m 
one’s abilitj — ^vvhich alone can give one command 
over the aspirations of the heart — position, power, 
wealth 

Ideas are not mirades, and getting on in this 
world of to-day is not a tembly impossible task 
after all The glonous new day called to-morrow 
IS always brimful of the thnll they call oppor- 
tunity You reqiLre only faith m yourself to 
grasp It and turn it to your servnce It is always 
there to serve you. 

This culture of self-cor^dence Is the new 
idea of to-day Start afresh if you want to 
achieve bigger, better, brighter things . leave the 
mistaken, the fallen, the darkening ideas of yester- 
day , come into the bghl of the glonous new 
understanding and let the mist of j our past errors 
fade awaj 

Self-confidence determines itself into self- 
expression, self-assertion. You must have the 
ability to declare yourself at the nght time and 
nght place , tell the world about what you have 
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jn you with the conlldence of being heard, of 
being rightfully recognised and also — rewarded 
Indeed the one gre^t secret of success m life is tho 
ability to express oneself by the word of mouth 
or by the written word. It is a great power, a 
new power and when you achieve it you have 
destiny right m your grasp The fault of youi 
failure is not in your stars — no, it Is in yourself, 
if you be negligent Yet this great power can be 
yours Yes, yours • and the secret is laid bare in 
the following pages 

They teach you to express what Is best In 
yourself, to transfer yoxu* ideas to where you 
cannot otherwise influence, to enable you to ex 
tend your personality, your will, your wishes and 
desires to thousands of people through written 
letters The secrets of winning correspondence 
and salesmanship by mad are all revealed to you 
in the following immensely interesting pages 
which give you m addition a winning personality 
through the ability to express yourself bj letters 

They tell you how to make up the other 
man's mind , how to attract him , how to inter* 
est him , how to convince him . how to hold hw 
Interest until the end , how to appeal to every type 
of mind, every point of view, every emotion am 
bition, need , how to write successful sales letters, 
by all the winning methods how to write mer 
chandising adverthang, eliciting, service and 
collection letters of alt kinds , how to handle 
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routine correspondence — order, complaint and 
adjustment letters, letters of inquirj, contract and 
credit letters 

They tell you how to be rid of all the old 
hacknejed forms of letter writing and use the 
new ones that Get Action , how to build up anj 
business bi mail , how to winte trade witmir^ 
fnend making, inspmng letters of every des 
cnption , how to type >our letter so that it 
attracts and pleases , how to keep mailing lists 
up-to-date 

In addition numerous examples of successful 
mail order and mercantile letters collected from 
master writers all the world over present endless 
new word pictures that give >ou a broader voca 
bularv , uncommon phrases of faith and power, 
warm, winning, human arguments adaptable m a 
thousand waj-s, nch flashes that put life and lure 
into your letters 

The illustrations present a gold mine of ideas 
from which you get a new education in the laws 
of suggestion, the acts of persuasion the direct 
methods of creating the buying desire 

The author is solicitous of the views of the 
readers and their sincere cnticism with a viev% to 
improve the ideas formulated m the>>e pages and 
make them more semceable m the next edition. 
Laterature like this is rather a new conception in 
this country and collection of popular ideas should 
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be a necessarj equipment in developing and en 
larging it 


FOR THE THIRD EDITION 

Since 1925 when the first edition of the book 
W’as presented to the public the 5 ears have 
emphasised the value of ability to WTite wnning 
letters Correspondence has become a function ot 
business which in itself has become a separate 
organisation Business is more dependent than 
ever uoon effective conununication and hence it 
now a daj s lays so much stress upon force clanty 
and accuracy of its correspondence Jlore than 
that the efforts of the correspondents have to be 
directed towards making every letter further the 
general aims of the business 

The present edition of the book embodies 
extensive revision in the light of present experience 
and a section consisting of three chapters on 
‘ Making Letters Effective has been inserted 
whidi it IS hoped will enhance the usefulness 0 ^ 
the volume 


FOR THE FOURTH AND FIFTH JuDITION 
An extensive revision of the book has beer 
earned out in the present edition and a few letters 
have been added to the volume 

The author will accept with thanks any 
suggestions from the reader to further enlarge 
the scope of the book and enhance its usefulness 
as a guide to wnting letters that will bnng busi 
ness 

The fifth edition is reprint of the fourth edition 
with minor correct ons i^v 
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SCOPE OF A BUSINESS LEXTER. 

Z\TTtODOCTORT. 

T^E need not sing of the usefulness of a 
" * good business letter — 2t letter that effects 
heavy sales and increases profit. Everj- busi- 
nessman understands this — now that he knows 
he cannot have his trade confined to his shop 
windows or the city gates like his predecessors. 
The trade zone has expanded with the expan- 
sion of locomotion and competition is keener 
than ever; no trader now-a-days with an eye 
to success can leave out distant customers and 
not explore them. 

A businessman in order to e.xpand his 
sales must ha\e to talk to distant customers, 
and create an impression in them of the uorth 
of his solicitation; he must create in* them a 
desire for possession of what he has to offer,' 
and by a slow process must have their sense of 
gain, economy or well-being incited. 

Until recently, and even to the present 
day, the practice is to send out representatives 
— the commercial travellers — for getting dis- 
tant trade. But the method is costly; and 
moreover what the travelling salesman would 
take months to do good letters can do in a day. 
Your old aistomers can be talked to through 
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the type written lines, as also new ones sccur 
cd hresh lines of goods can be introduced 
]»ossihlj much in 'id\ancc of jour competitors 
remittances brought in collections made ^ oti 
can make the people buy and also make them 
pay \ou can adjust di/Tercnces correct niis 
understanding and remo\c ill feeling in a 
single daj through your letters, while travel 
lers niaj take dajs or weeks, by which tunc 
jour competitor may ha\c taken advantage of 
your dela> Business letters are no less active 
than efficient salesmen jet in ejecting sales 
or removing nnsimderstandmg among custo 
mers they arc frequently speedier and nioic 
cfTectivc 

There arc few things in hiisificss more 
difficult than the writing of effective letters 
Yet without even thinking what a good letter 
can accomplish we write it carclcsslj and 
clumsilj Letter writing has come to hold the 
position of an c\act science — it is ®o important 
to business that it ought to become a separate 
profession It is as important and as techm 
cal as accountancj or costing is m successful 
business It should be learned as we learn 
voice production It does not come to anj one 
bv instinct or inspiration 

WHAT A LETTER SHOULD AtM AT 

What a good letter should accomplish’ A 
good letter practically is a substitute of a goo 1 
salesman It carries a message and helps to 
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create jiew business and new reputation for the 
hrm It repre«ents It i» a dent messenger, \ et 
It talks to the reader at the time when he is 
be«f prepared to receue the me-' age and m 
stils m him a^ he proceeds on the writer -< 
ideas exacth in a wax to incite him to action 

A, good letter like a genial traveller not 
1 tormal and cold indmdual — ixhen it comes 
in exerxdax informal language the language 
of the heart — kindle^ enthu''ia«m which open 
the w ax for \ our goods or x our serx ice into an 
extensive imtned market 

A good letter i« intended to make more 
profit bx leading the hmi to get in touch with 
more people It wall enable xou to sell goods 
and serxTces in an ever widenmg market and 
will help vou to seatrc new ai*tomers and w in 
lost ones open out new markets for the travel 
lers and stimulate dealer-' It creates good 
xxill and establishes confidence It adjusts 
speediix and gracefullx complaints and collects 
bad debts It is the warm winning hunnr 
letter that ne'er fails to rece;xe best attention 
—the convincing attention 

Tou MUST Not tohcet bcader's needs 

WTien writing a letter vou must not forge*- 
\ our reader’s conx emcnce j ou mu«t see things 
from hi point — what wrll be acceptable to his 
conx emence. \ lew them from his angle con 
^ider his self interest 
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You must put in the letter what your 
reader needs to know — not what you desire to 
Jet him know 

Tell him how your lines will interest him 
— not why y ou arc interested to tell him about 
It 

Describe the advantages he will secure m 
your proposition — not your capacity to put it 
to him 

Show him how it is for his welfare if you 
write to settle an account — not why you re 
quire or insist on prompt payment 

Humour the self interest that is natural 
in the man — this is the shortest route to sue 
ccssful pleading 

TALSIKO TO TBC POINT 

Do not try to force your readers through 
unnecessary preliminaries or introduction 
Begin with the actual fact that the reader 
wishes to know so that his attention may be 
gripped Tight at the start It focuses his mind 
on your object or mission liccausc it brings him 
right to It 

Your letter must forcefully and convin 
cingly convey the exact idea you have in your 
mind You can weave out words and sen 
tences but what is required is to create an 
impulse in your reader to work ii]) to your 
ideas And unless your letter conveys ideas 
strong enough to produce action the letter is 
a failure 
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\our details must be accurate and \our 
suggestions definite There niuit lie no un- 
certain “its” no \\a^e^ng guessuork Take 
no chance, tor \onr reader nia\ be better 
inlonned. 

btuds }our subject acairateU, then gi\e 
.an acairate atorj — exact and comprehensu e 
Do not oaerstate \our projiosition in \our 
-elhng enthu'ia‘:m, lor it maj lead to mis- 
understanding and consequent loss of business 

A CZXAn AXD hOCiCAl. STATEMZVT. 

Make jour information alua\& complete 
and do not !ea\e anjlhing to the reader to 
guess, alwajs think what the reader should 
know and give that out coinjiletelv Xe\er 
imagine that jour reader ina\ ha\e some 
knowledge ot jour subject — lor he ina\ not 
ha\e, and in a hurrj he m.ay nn«s jour point 

Carrj jour reader from point to point as 
jou de\elop jour storj. Mo\e m a regular 
gradual order — not crowd jour sentences with 
unde\ eloped ideas. Remember jou ha\e to 
build up con\iction and to do that jou ha\e to 
de\elop jour theme point bj point — e\ol\'ing 
each thought out of the preceding thought in 
a logical order until the whole becomes one 
big idea. 

Use short sentences and brief paragraphs 
Join them in the order that j our idea is carried 
through them in better, bigger and bolder 
relief — ne\er lo^e grip on jour reader’s atten- 
tion. 
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BE BOEITC 

Politeness is alwa>s winning — a polite 
letter scarcely faih to get a hearing Polite 
ness is 5 he clothing of a letter and 5011 cannot 
take too much time to make 3 our lettei polite 
Even when jou have something har«h to tell 
jour reader he will not resent >our letter, if 
It IS polite Or if jour reader is busy, he will 
not fail to dev ote due time to y our correspond 
ence if it is garbed m cotirteousness He can 
not thr;iat a courteous letter aside carelessly, 
but becomes somehow sympathetic towards its 
contents He will thus react your attitude 
anil be infiticnced yusi as he is desired 

^ A COftOGNUL LEtTBB 

To make a letter congenial yet forcefully 
original— %ou must not forget to put original 
ideas cuttmgout theoWworn out conventional 
phrases and words Your letter must not 
“advise” that ‘your esteemed favour” is ‘to 
hand ” It should never “Iieg to state " It is 
a pleasure to read an original tone, a personal 
appeal without unencouraging worn out wordy 
obstructions Hackneyed words or phrases of 
yesterdav cannot have the strength of origma 
litv and tone of sincere forcefulness 

Also V our letter must suit the reader Try 
to understand from his correspondence some 
thing about his environment and preferences 
and do not fail to make your choice of words 
and line of argument according to them 
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FIRST IKPRESSIOV 

Abo\e all, that the fir^t JInpre^s!on 
created b\ >onr letter enklndle^ interest A 
perfect, winning: appearance ne\er coinpen 
sates lack of brain, >et appearance «ecure‘i tlie 
first heanng and when this i-. gamed brain m 
the letter develops business \on must ha\c 
no careless tj ping untid> stationerj . ungram 
inatical sentences or wrong sjicUing 

IMPORTANT RULES 

Tlius we come to the following nnportint 
rules which imt't not be lo^t “yght of — 

(l)'^j«card fomialitj and be genial and 
frank 

(2lx?sc\er forget the reader’s conveni 
cnce 

(3) Be brief, but make >our detaiU 
acairatc and dont over'^tate them 

(4) Lea\e nothing to \our reader to 
guess, alwavs be complete and clear 

(5) Be cordial and Jiohte alwa\*s 

(6) Leave off hackne>ed word' and 
phrases be original 

(7) Make >our statement in logical 
order 

(8) Cultivate the conver«5attonal stvie 

(9) Xever be uiilid> or carele^' — 



CHAPTER II 


TECHNICALITIES OF A LETTER 

FSTSICAL APPEARANCE 

chapter is written for those who arc 
habitually unti<I> E\en jf jou are care 
less in }our dress and manner, joii cannot de 
preciate the imiiortance of the physical appear 
ance of a business letter The status of a 
writer counts in every business proposition 
and a distant customer judges of the status by 
the stationery he receives The first im 
pression of the status of the writer created 
by the letter he rccenes is sometimes the im 
pelling force in the reader to regard its con 
tents m f a^ onrable or unfavourable light The 
physical appearance of a letter comprises — 

1 Stationery used 

2 System of typing 

3 General form of the letter 

4 Arrangement of the body of the 
letter 

5 Address on the em elope 

STATIONERY 

No general rule can be given as to the 
selection of stationery — except that whatever 
letter paper is used it must be suggestive of 
dignity and elegance of the firm of the writer 
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Good uhue bond paper is the general quahtv, 
although the coloured bond is the ta«hion nith 
'-onie traders or tor departmental selection 
Tno «i 2 es ol leucr papers are generalK in 
u«e The standard size for ordinary corre« 
pondence is the quarter «ue sheet ol 8J b\ 11 
inches The other is the half size — a sheet ot 
^ b\ 8^ inches, generallj known as the half 
cheet Tlie latter is frequentl} enipJo)ed for 
the sake of economy m writing small letters 
especialK me\er\ da> routine corre«i>ondence 
Another sue which is generalh known as 
the two-fold Is a sheet of 7J In lOj inches 
which has become a substitute for the standard 
size and is frequent!) used b) business firms 
lor writing ordinary, but not \erj short, 
letters. 

A sheet of four jiages are scaruel) used 
in business correspondence, excejit on special 
occasions such as openings, or ceremonials 
etc , when the letter breathes the character of 
social correspondence 

MI business firms or respectable persons 
ha\e their own letter headb which maj be 
either pnnted cngraied embossed, lithogra- 
phed or photogravured Address, cable ad- 
dress, telephone number, nature oi business 
conducted, should also appear m their due 
positions Branch offices bank references 
ma\ also be pointed out Illustrations of fac 
tones, names of pnncipal workers form al<o 







TO^iiNiCALmrs t)p a ictfer is- 

institutions — is’ the proiier arrangement di the 
heading. In printed letters the name of the 
writer appears at the left hand corner and ad- 
dress at the right hand comer with space left 
lor filling in the date line. , When the letter 
paper is without printed letter heading, the ad- 
dress of the sender and the date of despatch 
should be put clearh at the top of the page. 

.Three, different ways of arranging the 
heading are in vogue. In the first sort of 
arrangement, it is customary to pose the head- 
ing in the right hand comer. But in no cir- 
aimStances should it begin farther to the left 
than the centre of the page and extend beyond 
the right hand margin. -If short, the address 
and date may be grouped in one line*or they 
may occupy two or three lines. Each line 
should begin on a new margin with the differ- 
ence of five indentations or less. This fits the 
letter lietter as the initial letter^ in the 
succeeding lines present *a uniformly slanting 
position. In cases where more than one line 
is occupied, the date in\-ariably should be on a 
separate line. 

The second method is of recent develoj;- 
ment specially in U. S. A. and is followed 
widely for. the graceful look it imparts to the 
letter. It- fs similar to the prerious arrange- 
ments except that all the lines 'commehce on 
the same margin. The thiriTpracticeisto place 
thehea'dingat thecentreof thepagC- - 
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Examples of three methods of arranging 
the heading appear below — 

Illustratton No 2 

1st Method 

Calcutta 2nd May, 1935 

22, Shambazar Bndge Road, 
Shambazar, Calcutta 
May 2, 1935, 

IHnstiation No 3 

2nd Method 

22, Shambazar Bndge Road, 
Shanbazar, Calcutta, 

May 2, 1935 

IlluUTatton No 4 

3po Method 
Shambazar, Calcutta 
May 2, 1935 

Another minor detail which also forms 
an important factor in ideal t>ping can be 
condensed in one general rule, zis abbre\n 
tions of all kinds should lie avoided as much as 
possible It IS not businesslike to designate 
the months by figures, as mm} arc prone to 
do These minor points indicate rather care 
lessness which can be easily remedied It is 
howe\er i>ermissible to use such abbreviations 
e g Dec for December, etc , but no such 
abbreviations for March, May, June and July 
are allowed In writing out dates also the 
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sufhxes St tU, d, etc , maj be omitteU the cu*; 
tom being^ now out of date 

WTien printed letter heads are u'jed the 
date should be placed two spaces belou the 
heading and two spaces above the reader’s ad 
dress The bod\ of the letter should be as 
nearlj as possible at the centre of the page 

With proper margins left proportionate!) 
to the size of the letter the message is made to 
stand out dearlv before the reader and thus to 
secure better attention A margin of one inch 
at the left is what is most commonlj followed, 
though It depends upon the size of the letter 
paper Enough space should alwa>s be left at 
the top and bottom The margin on the nght 
hand side should also lie as even as possible 
Everj new paragraph «hoiild also commence 
wnth a new margin to draw attention The 
paragraphs arc genera1l> indented five spacer 
or ten spaces or more, but alwavs the same 
procediu'e should be kqit m view 

Next comes the problem of spacing 
Though double spaced letters are often easv 
to read single spaced tvpe w nting is often 
followed partiv because of the cornel) appear 
ance u lends due to its composite nature and 
partiv because the paragraphs ma) be separat 
ed from each other b> double spacing ^\^len 
a long letter is to be ^ped, instead of t)ping 
in two pages, condense the whole in a single 
page h) single epaemg the matter If more 
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xhun one sheet « Jiecessar^ , [ihin paper sheet 
without the letter head is taken and a page 
mark is jdaced at the top in the centre The 
initials of the recipienf maj be put at the left 
hand corner to facilitate identification, if the 
sheets get separated When the second sheet 
IS printed the following may serve as illustra 
tjon 


Illustration No J 

j To ^ &tEET 

Carbon copies should not lie made eveept 
for keeping copies 

The name and address of the addressee is 
jilatcd at the left hand side with jiroper mar 
gin As in the case of heading the address 
may he arrangctl in indented form or maj be 
lined up as btforc Single spacing the lines is 
of common u«e even though the nnin bod) is 
double spaced 

BINTS TO THE TYPIST 

The typist must never be an untidy man 
and as upon the sense of decency of the typist 
m arranging the letters that jiass through the 
machine depends much of the respectability of 
the firm the following rules should be carefully 
studied by him 

(1) Always nialje the arrangement of a 
letter or an address upon an envelope attrac 
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ti\c Remember jour emplo\er dtpends upon 
\ou for the-e thmg« 

(2) Have a thorough working know 
ledge oi the proper title abbreviation'^ com 
mereial txpre'"'ioni and technical terms oi 
bu'ine'^ in whieh joit are engaged 

(3) Take good care of all the eiiclo«‘Urts 
and remittances that are sent with vour 
letter^ 

(4) Be able to edit intelligenth am 
printed and t\*pe vv-nlten material that parses 
through vour hand 

(^) Learn to take care oi vour tvpe- 
w nter, to change a nbbon or match it for hll 
uig in lorm letters 

(6) Studv the methods of billing making 
out invoices statements «ales account** 
receipts, draits and other financial and legal 
pajiers 

(7) Acaistom jour'eh to the filing 
sv stem 


iler 2. 



CHAPTER rrr 


GENERAL FORM OF A LETTER 
^ ^ TRAttEWORK OF A LETTER 

■^HE business letter mainlj consists of the 
following parts — 

( 1 ) The heading including the address of 
the Mritei:-an(l date of writing 

(•2) •h)tfo(\ucUon including the name anti 
address of addressee and salutations such as 

Sir Dear Sir Sirs Gentlemen Dear Mr- 

Dear Dr M> dear Mr — 

etc according to the intimacj of the writer 
with the addressee 

(3> Body of the letter 
(4) Conclusion including comphmentarA 
close such as jours mil) jours faith fulK 
trulj yours etc 

(a) Signature 

The«e parts are all so gcncrallj known 
that all except the body of the letter ma\ l)c 
passed o\er 


A TTP/CAt LETTER 

Below is guen a complete letter illustrat 
mg all these parts from which the reader will 
know how n letter should be arranged The 
illustration show> how the letter heading 
should be arranged 
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Illustration No 6 

MOnCHAND A CO., 

Citmoad Merchants, Watchmakers & Jewellers 

(1) TeUsrxsphie Addrtss 

- MOn - Calcutta CHOW RINGHEE 

Codes tsed CaUutta August 10 1S3S 

“ A- B C " «h fc 5th. EMUloa 

(2) Mr A. Narasmha !>'«, 

AmrataU Street, 

Calcutta. 

Dear Sir, 

(J) Whidi do >ou prefer — cash or crhjit^ 

*n)ere is pnde in both ' 

It u nice to know that }'ou alwa)T pa> 
CASH for et-ety ptuthase, but there is also a. 
sense of gtanficacion m the knowledge that >ou 
art TRUSTED 



Cash or credit — one is just as good as 
the odier here Ytxi can come m to-day and 
purchase an elegant piece of Diamond Jewellery — 
or a high grade Watch — or a dainty article of 
Slvcr, and it is j'ours on whiche«r system of 
payment you wish to adopt. 

If you desire to BUY Now and pw 
IATEr there are no distressing formalities to 
undergo. Our confidential EASY pay system 
helps to gratify one’s destres by uolismg tune to 
simplify payment In other words, an article is 
purchased and is in use for 12 months before its 
purchase price has been fiillv paid. 
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Now, some wouU tfiink that ui affording 
such liberal accommodation we are reserving for 
ourselves an excessive margin of profit. We arc 
not and, tbs you will readily realise when you 
give us the opportunity of shoeing you tt>und our 
showroom with its unique exhibits in Gem set 
Jewellery, Silverware, Porcelain Bronzes, and 
works of Art, wbch arc acknowledged to be th-* 
finest assortment in die East 
(4) A visit from you wJl be a source of 

pleasure to us and should some of the articles 
of preaous merchandise arouse in you the desire 
of possession, don’t hesitate to make them your 
own 

Yours truly, 
Motichand «. Co, 

BODT or THE LETTER 

The body of a letter is the part that con 
tains the message the letter is intended to con 
vey This forms the main structure Mhilc the 
other parts simply make up a frame w ork upon 
M hich the main fabric may stand 

The letter as a general rule opens with a 
forceful presentation suggestive of the dignity 
and personality of the writer Any reference 
to old correspondence or dates should be 
embodied in the preliminary sentence so as to 
gam the reader's attention at once If pos 
sible, the central theme prevailing throughout 
may be embodied pithily to form amice prelude 
to the whole How to ilevclop the subject 
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matter and to sustain sequence of thought wili 
lollow m due course. Let us restnct our 
attention m the loliowing Imea to the techm 
calities ot the quesaon. 

Dividing the whole subject matter into a 
nunber ot suitable paragraphs otten improve'* 
the appearance of a letter Aa to the size oi 
a paragraph no dehnite rule can be laid down. 
The mam thing to be borne m mind iq this 
connection is that each particular thenie ot 
discussion IS to be treat^ m a single para 
graph Proper paragraphing as a matter ot 
lact, v-hen judged <oleIv bj its effect upon 
the e\e i3 a matter of proportion and a given 
paragraph will appear long or *hon according 
to the length and arrangement of the vvhole 
matter Maintenance of a unitorm st\Ie 
mode ot treatment punctuation spelling^ and 
abbrevrations arc of the highest importance in 
the composition of a letter 

As a general rule, unless the message is 
a short one the whole tn tead of bem^ put 
«oIkI should be properlj and equitablj para 
graphed as short paragraphs are u^uallv 
more effects e than long one"; In an oribnanr 
letter the paragraph should not exceed ten 
lines but if this senou«I> hampers the 
tenance of thought and «ense the practice mav 
be done awav wnth Even m that case the 
opening and closing sentences being cominonly 
of distinct matter from the bodv of the letter 
ma\ be used as paragraphs 
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There has recently arisen a practice of 
breaking up the whole into great many para 
graphs in contravention to the recognised 
rules of paragraphing referred to above 
Reasons put forward in its favour are two 
first, that such a letter is more attractive and 
therefore more Iike]> to be read, and secondly, 
when necessarj, certain matters maj be made 
to stand out distinctly from the rest The only 
thing to be observed here is that paragraphs 
containing information relating to the same 
subject should follow one another consecutive 
ly to make a connected narration 

NOTABIX ITEMS 

While replying a letter, m order that no 
part of the question escapes unnoticed it is 
advisable to take up and discuss the subjects 
one b> one m the order they appear in the 
letter to which the reply is made If any new 
matter is to I>e introduced it may be inserted 
at the end Matters on which correspondence 
is in progress should be, if possible handled 
first It is superfluous to say that if any sub 
ject matter is hkelj to awaken interest m the 
reader, it may be dealt in first m order to put 
the reader in a complaisant and responsive 
frame of mind Importance of the subject 
matter also should be taken into consideration 
in adjudging the position of the paragraphs 

In a letter dealing with different sorts of 
propositions each one may be made to stand 
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distmctl> separated trom the rest b\ placing a 
heading o\er each one m bold letters buch 
headings nia> be used either m the lett hand 
margin at the beginning of each paragraph or 
inside the reading matter either at the extreme 
leit or at the middle oJ the «heet 

Lists of an> kind or specihcations should 
not run \\ith the paragraph but should begin 
with a deeper indentation to the right lor 
distinction If the li'^t happens to be a long 
one. It ma> be attached to the mam letter as an 
enclosure To facilitate matters the lists may 
lie put m tabular forms 

The letters should close with an ac- 
knowledgment of courtes\ or thanks to the 
reader 

Thus we have the following «^ubdi\isicns 
in the general letter — 

(1) Letter head 

(2) Date 

(3) Addre'c 

(4) Salutation 

(o) Prehminarv presentaticn 

(6) Bodj 

(7) Conclusion 

(8) Complimentan- close 

(9) Signature 

The following which is t\*pical oi shoit, 
pointed and well addre^'ed letters ma> ser\ e as 
an apt example illustrating each of the «ub- 
divisional heads — 
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Jllustratton No 7 

Cdhle AJJreit Cfde Western Union 

ExTENTiuoe Waskincton T(titphmif~\fain 3613 

AMERICAN BUREAU OF TRADE EXTENSION 

(iNCOREOBATBO) 

(1) Extentrade Building, 

Washington, D C 

(2) March. 1935 

(3) International Trailers. Ltd . 

33, Canning Street, 

Calcutta 

(4) Gentlemen 

(5) Free publicity for your firm p'oviclcd you 
are still in Business ' 

(6) The forced liquidation of many firms 
dunng the past year makes it advisable that you 
return the attached questionnaire so that the 
commercial world may be shown, through the 
Imemational Directory of Leaders vti World 
Trade, that you weathered the recent conuncrcul 
stonn. 

This information m our files also enabl-s 
us to answer inquiries about you and thus expedit* 
business conneaions you want 

Your Company and its products will be 
placed before the buying eyes of the world without 
charge or obligation in the forthcoming edition of 
the Internationa! Dircaoty, which shows manufac 
turers, importers and exporters, etc , of all countnes 
The many commercul dianges throughout the 
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world during the past year have made all previous' 
records of comaiemal firms inaccurate 

(7) Your company will profit bv this free 
publiaty Fill out the tjucstionnaire and return it 
to-day 

(8) Yours very truly 

(9) Amencan Bureau of Trade Extension, Inc 

SIGKATORE 

The signature should aU\ a> s be in ink and 
legible without an\ unneces'sai^ flourish 
When this is impossible a nimiatiirc zmc ait or 
rubber stamp of the original signature should 
be used It is alwaNs good to stick to a parti 
cuhr form of signature 

^\ hen the proprietor or any partner of a 
firm puts his signature for the company he 
ma\ use the name of the firm as his signature 
Signature of a person writing under mstnic 
tion of an\ bod\ or firm should appear over 
the name of the partv for which he stands 
with ‘for’ or ‘per pro’ (which means per 
procuration) preceding it When in the 
capacity of a secretary or president of some 
Association the yioMtion held by the writer 
should be placed under his signature 

A w Oman w hile signing her name ■should 
always prefix either * Miss ’ or ‘ Mrs ’, as the 
case ma\ be, within brackets A married 
woman should however use her own name 
as signature and supplement it with her 
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husband’s name prefixed by ‘ Mrs ’ within 
brackets under her signature 

ENVELOPE 

Envelopes for the letter paper should be 
selected of such convenient size as to avoid 
unnecessary folding of the letter Two com- 
monlj used dimensions are 3J by inches 
and 4i by inches Name and address of 
the firm should also appear at the top of the 
envelope in print so that even if the letter be 
refused or ttndehvered, it may be returned to 
the sender from the Dead Letter Office In 
addressing envelopes the same rules as m the 
case of writing addresses inside should be fol- 
lowed The only difference is that while the 
address withm is often without the name of 
the street of the addressee, the address on the 
envelope should be as complete as possible 
Postal abbreviations, if used at all, should be 
used as suggested m the jiostal guides All 
clesignations like Head Master, Accountant, 
etc should be spelt out and as a courtesy to 
the reader his name must not be left without 
his titles The titles should be put in abbre- 
viated forms, eg, MA, MLA, CIE, etc 
Custom requires in general the use of 
‘ Messrs ’ before the name of a firm, and of 
‘ Mr ’ before the name of a single individual 
In lieu of ‘ Mr ’ sometimes the term ‘ Esq ’ is 
added after the name, after which the titles 
may be used The name and address of the 
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sender ma> be put at the lelt hand comer 
mcelj squared up To atoid wntmg^ the 
addresses tivice, nindow emelopes are often 
u=ed and the letter paper is <0 tolded that the 
addresiS within u \ijible through the trans 
parent labnc of the emelope 

spelling mtsiakci and improper punctua 
tions abo\e all an\ untidiness m t>-pmg or 
writing should not occur in anj letter 

A. careful attention to all the details uill 
neicr fail to comnnce the reade'S oi the res 
pectabihtj and busmens acumen ot the w nter 

FORMS or ADDRESS. 

In addressing gentlemen or firms of the 
lollowmg nationalities care should’ be taken to 
pat the usual terminologies in their proper posi 
tJon as «hown below — 



single luiliTtdul. 

Flns^ 

Bengali 

Bahu or Snjut 

Messrs. 

Tamil 

M. R. Ry Avergal 

Do 

Tclugii 

M. R. Ry Gam 

Do 

hlc^utmediris 

Sbiik or Maulst 



or Sahib 

Do. 

l\injafct 

Lala 

Do. 

Burmese 

Maung . 

Do 

English 

Mr 

Do 

French 

Monsieur or &L 

Messieurs 

German 


or MM. 

Herr 

Henen 

Portuguese 

Dlmo Snr 

Dlmo Sts 
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Single ladtvMual Finni 

Italian Sig . . Sigg. 

Dutch Den Herr . . Dc Hecren 

Danish Hr . . . Herrer 

Norwegian Da Do 

Swedish Do Do 


The title ' Messrs ' or its eqiin alcnts in 
foreign languages ma> be omitted Avhile 
addressing a firm trading under an inipcrsonnl 
name, as 

The National Tanner> , Ltd , 

ANOTHER TYPICAL LETTER 

Here is guen a typical letter in which the 
body has been broken up into small paragraphs 
to make e\cc> idea more prominent thin it 
would have been with paragraphs of custo 
niaiy length 

Ulustration No 8 

Attention Manager 

Dear Sir 

As 3 man who is interested m Advertising 
let us ask you a question — MmY DID you open 
THIS letter’ 

Was It because you recognised our name on 
the outside of the envelope, because you have been 
hearing from us and ate interested in what we might 
have to say ’ 

Was It because you are always open to adver 
tismg or selling ideas, always willing to look to 
anything that mi^t contain a helpful thought’ 
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Was It because, as a mater courtesj to 
an>-one ts-ho takes tbe tune and expense to wnte 
to jw, jou alwij-j look at >our mad ’ 

If jiiu are irtettsted m the possibilities of 
using the mad to mc«a«e j'our sales, )ou can 
probably ask yourself suA quesDons. You need 
to ask yourself similar questions about the material 
whiA )ou send out 

What l^■lU make people open and read your 
letters — v<diat wdl urge them to take a booklet out 
of Its en«lope or container 

We speaali»e in all these and are always ready 
to help you. 

Consult us wbeneitt you need. 

^mcereiy )ours, 

GCNtRAL KIXTS 

( 1 ) E\ er) letter or -note «hotiM be rare 
full} dated It is often of the utmost impor 
tance to knon when a letter was wntten The 
date line of cour«e conipri':es the name of the 
town and the da} of the month and }ear 

(2) Business letters jisualh begin with 
‘Dear Sir’ or ‘Dear Sirs’ or ‘Gentlemen’ as 
these are addre'«ed to an indi\idual or to a 
6nn “Sir” is a very formal salutation to be 
met with m official correspondence onl} and 
being the most distant and formal mode of 
address la scarce!} followed in commencial let- 
ter wTiting The term “Dear Mr 

“ "My dear Mr " are fnendl\ terms 
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of salutations allow iMe onI> m cases of inti 
mac> with the addressee 

(3) The endings geticrall> used m a busi 
ness letter are of the forms \ours faithfull}, 
\ours sincerely, Smccrely yours, or We arc 
Dear Sirs Yours faithfullj etc 

(4) The commencement and ending of 
letter should alwa>s lie similar, for example if 
\ ou begin w ith 'Dear Sir' end w ith ‘Dear Sir ’ 

(5) The superscription of a letter should 
be carefull) written The address should not 
lie hustled up to the top of the envelope nor 
crowded at the tiottom It should stand fairly 
as nearl) balanced as iiossible with the second 
line beginning about one third of* the distance 
nearer the right than the first line The space 
between the lines should be nearl> even as 
possible, and the writing distinct 

(6) Ne%er write in pencil 
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CHAFTEP I 


SI-BJECT M4XTER 

APPnAUVC TO THE INTELLECT 

TF the correct ob‘=er\ance of lechnjtaJjties 
ot a letter aitraa*^ the attention ot 
the recipient the periection m building up the 
'■uhject matter appeal- to hi« intellect U hilc 
the lormer creates interest b\ \irtiie of its 
neat and comeK phvsical appearance the latter 
a^^akens s\Tnpathetic altitude towards the con 
tents 01 the letter b\ dint ot us sustained lite 
rars diction and e\en logical flow of thought 
The success of a business letter, however cle 
pends on the perfect get up ot both the«e item* 
The outward look of the letter draw - the u an 
denng eves towards it ard the -ubject matter 
does the rest, i c interests the reader in the 
proposition or article in question 

Now, the budding up ot the subject 
matter rests on three principal props, each of 
which la as important as the other two, t ir, 

( 1 ) Gettii^ up of the subject matter 

(2) Proper wav of arrangement 

(3) bpeaal charactenstics that attract 

The-e subjects are ot such vital import 

ance that each of them needs separate treat 
ment The present chapter is devoted to the 
first Item 


HER. a. 
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VALUC OP BREVITY 

The and the foremost jioint in good 
letter writing is brevity, though not at the 
expense of completeness and vniditj No un 
necessar} or irrelevant facts and figures 
should be suffered to creep m Curtail all 
superfluities harping on the same string and 
strike out whenever a single idea occurs 
doubly if not meant for emphasis Man) are 
very erroneousl) apt to Iieheve that too ela 
borate a discussion or description e\ercises a 
healthy influence on the reader’s mind, but they 
unfortunatel) seem to forget that the patience 
of the reader is hereby overtaxed, and there 
IS no knowing when a rupture will take jilacc 
due to overstrain and the letter thrown awav 

Brevit) in business letters is doubly vain 
able because of the number of persons to whom 
the letter must go for its due handling, and 
the short time that each can give to a single 
letter Moreover, in a long jirotracted letter 
the obvious reason is liable to be eclipsed by 
verbosity and it alienates the reader from the 
invvard purpose It is therefore, highlv desir 
able to write only as much as is necessary to 
carry weight with the reader and no more 
Purposeless digressions should be seditlousK 
avoided ‘Remember that the success of your 
letter depends even more upon what you put 
m than upon how much you put in,’ these are 
the words of a very successful publicist Rather 
cut short such teniis as ‘Your letter of the 17th 
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instant receu ed and contents noted T rusting 
to hear from % ou at an earl\ date 

Illustration No 9 

Instead of using such language as 

Tteplyang to )our fivcur of the 1st instant 
m you make enquiry ttgardmg the result v 

have obtained by advecusmg in j'our paper »e beg 
to state diat 

Use such fonn which is at once brief and 
forceful 

* I am glad to say in reply to your letter of 
tbe 2lsc instant, that our ad%miserr*rt m sour 
journal brought us more caJ^ o cers than v* has-^ 
ever mailed out 

CIXAR STATEMENT Or MOTITE 

The motue of addressing the reader 
should be gi\en as definite an expression a*; 
possible The purpose of letter wnting is 
frustrated if what the writer means is not put 
in lucid and at the same time a pleasing sttle 
Am \agueness in the motive is naturallj re 
fleeted in the body of the letter and is prejudi 
cial to the success of the letter All angles of 
views should converge towards making the 
reader feel and feel vnvidh the motive of 
which the letter is made the medium to fulfil 
To attain conciseness and vividity in one to 
develop dry statistical figures into interesting 
facts the reading matter should gone 
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through and remodelled agam and again 
Constant appheatjon in improving the reading 
matter never goes m \am and is responsible 
for verj manj successful letters 

Besides, as practical measures to gam this 
end, vve suggest that the writer before begin 
ning the letter should reflect on the central 
theme and weigh the arguments for and 
against it to have a clear personal insight into 
the matter so that he ma> be in a better posi- 
tion to handle the subject with caution, judg 
ment and spontaneU>, and can discreetly link, 
up subordinate facts with the pervading topics 
m one unbroken chain The following may 
serve as an illustration of the above when the 
need for advcrti<enient is to be pointed out to 
the readers 

IllustTaticn No JO 

The approach of trade revival, which was so 
long overdue, is signalised by the gradual improve 
went of the general market and preludes a fine 
business d&wn 

Those who get prepared by this lime will no 
doubt be the greatest gainer 

You, of course, do not like the opportumty to 
slip by, if so, screw up your courage to the starting 
of an advertisement campaign to make what you 
have to offer widely known and to reach a larger 
circle of customers You cannot be indifferent on 
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this poirt for your fortune is at tafc" as all r'cori 
show that most business failuirs hang m the tail of 
oon-advTrmement 

VIEWING REASCB S IKTESEST 

\\'hene\er possible the opening imes 
should be emplo\ed to show how it is to the 
reader s interest to go through the entire let 
ter and to comince him that his be^t interests 
and welfare are being looked alter and are 
quite safe m the hands of the writer Such 
linking up of the interest ot both the parties 
the wnter ajid the written to goes a great w*a> 
towards the success of the letter Couch ) our 
language tn such a tone and st\Ie that the fur 
therance ot the interest of the reader more 
than anything eUe is at \our heart and that 
ser\nce to him is manifestlj uppennost in \ our 
thought ^uch w inning aspects cannot but in 
duce the reader to a faiourable consideration 
of the subject referred to him \\Tiene\er 
necessarj , a second statement ma\ be appended 
to eluadate the theme where a long mtroduc 
torv paragraph occurs \ote the follow me: 
examples as illustration*? of the aboi e — 


IHusnatum No 11 

‘Conduensg a roonog buiuiess of couise that 
IS die desire of jx«r heart. Allow ine to suggss*- 
how I may help you in Aat direction 
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Illustration No 12 

‘Our newly patented machine, we ace confident, 
wjU prove a vi»l step for your immediate benefit 
and profit’ 

Illustration No 13 

‘Whenever you get in difficulty, in tran^ct 
mg your goods, nng us up ’ 

REASON OF APPROACH. 

It IS a far too common drawback of a 
writer to allow the reason of approaching the 
reader to be obscured by useless lerbosjty and 
lack of clear conception A letter falls far 
short of Its objective, if the reason does not 
stand out conspicuously from the rest 

In this connection it will not he out of 
place to note that the purpose is too often con 
fused with the reason But they differ widely 
in meaning, while the pur|>osc of writing may 
be implied or not, the reasoning put forth 
should be broadly based to jiersuade the reader 
to the fulfilment of coveted purpose The pur 
pose may be hidden from view but the reason 
for approaching under all circumstances should 
be explicit 

When a person offers something for ready 
sale his reasoning for approaching the buyer 
IS to persuade him to buy his commodity, while 
the object m view can be making profits, to 
clear bad stocks even at a loss to wind up the 
busuress, to damp down the market and bring 
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his competitors on their knees and -uch other 
things Here are a lew concrete examples 
trom ^ucce'^^ful letters where the rea^ton for 
writing IS \erv plam 

Illustratton No 14 

‘We offer the bujrr, cfce lender, the dissatisfied 
o«T5<r, die attorney for hem, an appraisal service 
founded upon positivT knowledge of actual condi 
tions, gained m tw^nt\ fi%T jTars.’ 
fffasiralwm No 15 

This IS jour oppoct u nitv to get a lot of pr^^ 
Pup dothes at very low cost if jou order at once.’ 

Illustration No 16 

‘We are looting for sense tody Some bedv 
ifl year town. Some body who w-ants a whole lot 
of easy profit Some alftr, alert, resourceful dealer 
to handle our bgger profit glassware.’ 

Iffustrotion No 17 

We wdl help him die fcusiness, the goods will 
help hen keep ic’ 

Here is another in tant.e quoted from an 
aaual letter — 

Illustratton No IS 

‘Cur services are alwap placed at your disposal 
for marshalling your commodities to your highest 
advantage and profit. The orculanon policy of 
Odiimerclu. India has alreadv a^^iealed to 
our progressive commercial classes. Ne^ we men 
non to ytxi pamoiUily what this enormous Gtcula 
non among a progressist peofJc means to your 
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business You have the opportunity to speak of 
your wares th-ough the pages of CommercIAi. 
India to the wiefest cirde of buying public all over 
the country Should you miss it^ 

We must have to dose the forms by the first 
week of January, and if you value placing the story 
of your wares before the widest range of buying 
readers you cannot delay 

Your competitor ts certainly on the look out 
and may steal a match over you 

Ever for your Success ’ 

□ ESCRIPttON AND ABCUMENT 

Vtxt coiiits (he question of description 
The \uidness of description of jour proposi 
tion or articles of sale should conjure up a 
living picture in the mind of the reader Hazj 
and unforceful description is too often respon 
siWe for failure in getting responses No omis 
Sion of the vital parts is allowed ma«inuch as 
tt generates doubt aiwut the genuineness and 
quality while too much of it is disgusting In 
describing the article special mention should be 
made m what respects yours is an improve 
ment over others, eg 

lllustTation No 19 

The ‘Pearl handkerdtiefs are specially aurai 
tive as prerty gifts Made of handsome 

crepe de chme with uruque stencil pictures tn manf 
original designs and colourings, these are very 
acceptable gifts and because of their usefulness and 
attractiveness, are never amiss as remembrancers ’ 
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Arguments, like description go a hng 
i\a} towards commcing readers Indirect 
arguments suggestive of the superiontj of ihe 
articles are often more effective than direct 
arguments for, as in the latter case, the rea^jer 
does not at all know that he is unconscioi^sl} 
taken through a chain of arguments T^v^e, 
for instance, the following example ot mdn-ect 
argument — 

Illustration No 20 

‘The ami’ll of a large number of unsoIi^ttJ 
testunonufs from the satufied cmtomen for our 
im'ention is a sure indicator of its great success, Xc 
goes, without saving diac the 'article’ has caus^ 2 
great commotion in the market'' 

Yet arguments are not all You ma^ con 
Vince the reader that )our offer is the iiiost 
adv antageous but still he ma> not be in a mood 
to buv So a letter generallj has a few hnes 
given to persuasion, which is the vital point 
For example — 

Illustration Ao 2/ 

‘The time to let us demonstrate is n^t 
to-day, this mmute. There is nothing to hes,tate 
about. The nsk ts all ours Tear o5 the c^ard 
Get It n^t in the nuiL You will be glad you {Jji 
You will count It a lud^ move on your part.’ 

A real letter closes with the follow mg her- 
suasive sentences . — 
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IllustToiion No 22 

‘Here IS a real chance for you to reap a harvest 
of profit A ehanet foe you Go over the enclosures 
very carefully, read between the lines and sec tdiat 
a broad way of possibilities are opened before your 
eyes 

Don t ‘he dreaming ’ A big profit-opportunity 
IS looking you m the eye n^t this time 

Drop your card — immedutely Take the step 
lo-day — if prospcniy s demand counts anything 
vnth you’ 

TOJfC AND TACr 

Though sound business is built upon 
honest dealings, tone and tact arc nevertheless 
useful instruments m the hands of a letter 
NS riter These turn down a tnan w uhout hurt 
mg ins feeling and show him the injustice of 
his position while persuading him to see things 
in T dififerent direction Tact is also necessary 
10 introduce arguments in refuting objections 
N\hich a reader may be inclined to rai'ie on peru 
«al of the matter A tone of courtesy and res 
pea also tempers the contents suitably The 
following is an instance — 

IllusiTation No 23 

‘You ask us to expUm why the muslin such 
as you bought of us at Rs 2 per yard is now offered 
for sale at Re 1 12 The explanation is simple, 
you made your purchase when the goods were just 
placed on sale, the present pnee, as our advertise 
ment plainly states, is made on remnants in order 
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to dose out the line. Under die aroimstances 
roust <W1in» to consider >tjur suggestion that vt 
refund to )t3u d* difference in pnee But if j-ou 
place a fre^ order from die remnant stodc, we shall 
be glad to supply you at the ajrtent reduced price ’ 

COVCBUSIOK 

The letter should lemunate on friendly 

note 

KODtriCATIOV or AN IDEAL LETTER. 

In a letter, howeter, all the several items 
merge into one another according to the needs. 
Belovs IS a modification of an ideal letter 

lUustranoft No 2i 

This IS a cordia/ rnmanon to you to see the 
working of our sugar tnadime. And your accept 
ance implies absolutely no obligation on yxiur parL 
We arc sure, bowever, that when you hare 
once seen die working of tbe madune, you Vion^t 
ik'ant to buy any other 

I simply would like to make a few obscrv’ations 
purely on your OH-n account and future guidance, I 
want you to know die machine and see for yourself 
vihat It really represents m stmpliaty of construction 
and efficiency It sands absolute!) on its merits. 
After these assuranos, may I hepe that you 
will call upon roe any day dus week’ 

Remember, there is not the slightest obhgation 
I shall enjoy showing jxxi die working whether or 
not you are interested m buymg 
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ARRANGEMENT 
STANDARD METHOD 

Tis the preceding chapter the general jirinci 

pies to be folloued in the composition of 
anj business letter have been indicated The 
method of arranging them should next receive 
our attention It is no wonder that the proper 
arrangement of the contents of a letter should 
be an essential factor in good letter writing 
No doubt the inclusion of convincing argu 
ment and winning persuasion m the bodv of 
the letter speciall> when it is abl) written or 
compiled with discretion goes a long vva> to 
wards securing the conhdence of the reader 
but the proper arrangement thereof is never 
theless of no less im] ortance 

Simpl> crowding of facts and figures with 
out anj order or s>stein however interesting 
the) seem m their isolated state cannot but 
form a disjointed whole and is doomed to fail 
m carr) mg weight Many are observed to eja 
culate in utter disappointment that theif 
letters are quite unnoticed and unresponded 
but thej do not thinkworth their while to probe 
into the causes that were reall) responsible for 
their failure and to rectifj the drawbacks 
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Faultj arrangement often causes ••ad dis 
appointment Knowing how to arrange the 
matter w ill thu« to a thinking mmd appear as 
important as selection ot materials to be put 
m \ gracetul harmonj of the two is what all 
letters should aim at attaining 

\t the \erj start it nia> be jicmted out 
that It IS not possible to dictate an\ t\-pical 
sjstem ot arrangement The order followed 
b> the master writers \arie« to a great extent 
according to per«onalit\ and characteristic 
leatures of their own Moreo\ er, to an expert 
letter writer the letter loses its bnUiancj it 
some stereo-tiTied forms are mainl\ emplo> ed 
TTiev rather find a fla\owr> trait in departures 
Irom the general rule 

But at the «ame time it should be made 
dear to beginners that for them it is wise to 
follow the method prescribed below so long as 
experience and knowledge ot the human mmd 
do not train them to handle the letters in am 
wax the> please Without a thorough gracp 
on the useful method of arrangement, one can 
not possibh ascertain when anj departure ma> 
be made with good effect Let us here stnd\ 
what order is most natural and efficient as well 
and hence advisable to follow 

PRESENTATION OF THE PROPOSITION 

The object of the letter cannot be realised 
unle«s the reader be prerailed upon to go 
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through the entire letter W hat sort of mate 
rials should constitute the bod) has alread) 
been discussed 

The presentation of the projiosition at the 
\ery beginning should be discouraged The 
guiding principle in the selection of material 
IS to concentrate on the features that mouUI 
appear of Mtal interest to the recipient of the 
letter 

The writer must vividl) interest himsdf 
in the proposition from the point of view of 
the potential customer and pick out those facts 
which will enable him to present his case ade 
quately and tellingly The effects m the mind 
of the reader should always be properly stu 
died and when the first hues m a letter have 
prepared the mind of the reader to look kindl) 
to your proposition and disarm him from en 
icrtainmg an> vinchantable idea about your 
jiresentation your real object should be slow I) 
disclosed 

The abrupt presentation of >o\ir jiroposi 
tion 10^9 cases out of 10 has the disadvantage 
of prejudicing the reader’s mind with an idea 
that the object of the letter is to gam ailvan 
tage m favour of the writer This should be 
scrupulousK avoided even though the letter 
has material enough to carrj the reader awa) 
b> reason or sentiment Speciall) it is unwise 
to quote prices in the first paragraph without 
explaining the ’advantages and usefulness of 
the article in question 
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But there are al\\a>s evceptions to the 
general rule hen the proposal uill uithout 
an\ doubt ‘'eem profitable to the reader or 
uhene\er an unu'^ualK cheap offer is made 
the proposition ma\ for greater effect be put 
in the opening lines to ensure attention and 
careful perusal 


OPENING lANTS. 

Then hou to begin if the proposition is 
not to ga'lirsf* The object of letter untmg 
IS likeh to be fulfilled if the first few IincH 
can create active interest in the mind of 
the reader As a ntle the success of a sales 
letter depends upon its opening paragraph 
The general proposition contained in the letter 
mav be ever so convincing but it will not be 
read bv manv men unless the opening lines 
look interesting 

These lines should breathe of freshness 
charming personahtv and enthusiasm All 
cut and dried phrases and common place 
utterances are to be seduloiisK pruned off 
Is ever write ‘It has occurred to the writer' 
‘ I am taking the means of acquainting j ou 
with the fact that I am a etc 

Express in a few ensp and tactful words that 
the interests of the recipient are looked after 
It has often been obsened that the opening 
sentences seal the fate of the whole letter for 
they maj induce the reader to go on or stop 
instantlv 
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Let US Study the categories into which the 
opening lines of sales letters nia> be general!) 
iiiatlt to fall 


1 Appeal la Self Intereet 

This IS the principal point that should 
interest the writer of a sales letter m opening 
It We give an evample below and many 
follow hereafter 

Jllus/raiiott No 2} 

When the Das&crah » over and there are ntn 
many weeks for the winter to come, you will save 
fully 25 per cent, by ordenng your winter clothing 
now instead of watting nil thermometer shows 60 
That IS if you buy from us 

2 Opeolnp wttb a Ooeitleo 

Illustration No 26 

“What IS more uncomfortable than an ill 
fitting boot’ ” 

The opening tone expresses sympathy of 
the writer about understanding some of life’s 
little trials and it wins ready agreement 

3 llndersttodlop Header t KtH 

Illusiralion No 27 

It IS not what you pay, but what you get which 
spells economy in your household. 

This was addressed by a tailor to the 
hou'c holder ’This needs no argument 
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4 Pto^oc&tire or ChaUenglsg 
iUustratton Vo 2S 

You don’t pa) \our BiUs proit^tl). Sir’ 

This IS Iron: a tifLular letter in nhich a 
collection agencj brought its serMees to the 
notice ol possible clients The lorm is iin 
U'Ual and highl\ proxocatue, although most 
effectixe 


5 A Thnistliig Single Weid 

Wustretjon A’o 29 

Expired • 

The recipient i» naturalK '•tartled to read 
on to hnd out x\ho or xxhat had expired xxhj — 
x\hen — how, and \xhat it has got to do >\ith 
him This is from a letter written b> a 
publisher to a subscriber to his magazine 
who had not renewed his subscription 

ThC'e are the general di\i«ions although 
the following apt openings will gi\e the reader 
more read) ideas — 

IlUtstToiKm No 30 

Of course )'ou arc m business to inal.e mone\ . 
and this being the case, would it not be wwth ivhde 
lor j-ou a' dus time to consider the handling of such 
additional lines as would enable )ou to make money 
during the summer months 
lUustTahon No 31, 

Behind this big madunety plant is an ideal that 
IS mudi bigger than the plant itself, or the men who 
MHR. 4 
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built It Tliat vieal is to bclp tht Indian ycutK to 
find an honourable living and increase hts earnings. 

llluftralion No 32 

It is not our idea to sell you and then 

lose sight of you, we want you to be well satisfied 
with every purchase you make, so well satisfied that 
you will want to do, alt your shopping here. 
lllustratton No 33 

You have a personal interest in a problem of 
large importance— the reduction of your 

Illustration No 34 

Are you getting all the use out of your 
typewnter nbbon — that you should’ 

lllustratton No 33 

You will be interested in this letter for more 
reasons than one It contains a live news about a 
live subject. 

Illustration No 36 

A few days we posted you our 

We have had no reply Did it reach you’ 

The opening lines instead of forming a 
paragraph may consist of a single sentence a 
mere phrase or a pertinent head line Ex 
aniples follou — 

Illustration Nos 3732 

‘Look for quick returns and profitable ones!’ 
‘Yes, it IS true, every word of it’’ 
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‘Earn big money by investing m — ’ 

‘Armed*’ 

*Here is a great truth quickly told ’ 

‘A business proposition pure and simple ’ 

‘An old bouse with new values that offers a 
sure bargain,’ 

'All flow — no ebb.’ 

‘An alluring m ve stme nt that pajs now — and 
m the long run.’ 

‘A mere promise gets these.* 

*A pleased customer pleases us.’ 

*A revoluaon tn deli^tful shoppmg m the 
comfort of your arm chair/ 

‘Always thmk before you as.* 

‘Any time IS a good tune— now u the accepted 
tnte.' 

‘A remarkable offer for 15 days only/ 

In passing, it may be remarked that if the 
opening is too startling, it mav gite offence to 
the reader to horn it t\ ill be impossible to con- 
nect it logicallv >\ ith the proposition following 

PBOPOsmov. 

The next in order should come the pro- 
position for present action before the reader. 
Here also a through and through knov\ ledge of 
the order in v.hich the proposition is to be offer- 
ed is as important as a keen insight in regard 
to the materials to be put in the letter is neces- 
sarj. 
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The mam point to be remcmljered is that 
the proposition is to be laid here m its entirct> 
with the thought mamtaming a logical flow 
in appropriate succession In short 'the pre 
sentation of the proposition should tale place 
m a manner as to male the reader follow the 
letter with interest and act upon its sugges 
tions No amount of stern logic can secure 
a reading unless «ome new characteristics or 
personalities are developed As an instance 
take — 

Jllusiraiicn No 53 

The moment you employ our Labour Saving 
Sewing Machine you jtc^ the eternal paying intn 
the pockets of others you get bigger amount of 
work with smaller amount of labour' 

ARGUMCNT 

After the presentation of the proposition 
It IS well and good and most logical and 
natural as well to add a few lines m the shape 
of arguments, the mam object of which is to 
•thow the advantages of the proposition and 
the profitableness of the offer more to the 
reader than the writer seems to derive from it 
The arguments when backed up with 
causes and effects facts and circumstances 
appeal to our reason The success of it 
however, depends equally upon the goods, the 
reader and the proposition Offering a 
machine to a villager is meaningless unless it 
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IS shoAvn therein how with a capital within th^' 
reach of e\en man and with a simple manipu 
lation of the machiner> offered the reader w lU 
be enabled to earn a decent living at home 
Finallj when commcing proofs ha\e 
been produced to corroborate the solidarit> oi 
the proposition, one thing still remains to be 
done we mean clinching the arguments to a 
climax which generally amounts to strong 
persuasion Tactful wordings should be 
taken recourse to to incite prompt attention 
to the propO'ition. 

Here is an illustration as to how argii 
ments m a letter are de\ eloped — 

Illustration No }4 

*You would not dunk of throwuig awav )‘our 
fountain pen sm^ly because the mk u exhatuted- 

‘Then why tlirow away ycur worn out type- 
wnting nbbons^ You can rcuik them in your 
dhce as well as you fill your fountain pen. 

Tf jou will examuie one of your apparently 
worthless nbbons vou will hrd that the fabric a 
scarcely worn at alL Treat theta by a simple 
process with our new re inking madune of not much 
cost and j-ou will get practically new ribbon fcr 
only a fraction of die cost. 

"Read the enclosed 

FERSUASIOV 

^^^len the proposition has been presented 
and supported b\ arguments and facts and 
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figures, the mind of the reader is m a s>m 
pathetic mood towards the reasoning of the 
letter But he^should next be stirred up into 
action Herein comes up the function of ‘Per 
suasion ’ 

Suggest to the reader that an early 
compliance will end m his favour , request him 
to act up to your suggestions while at the same 
time allow him to exercise his oun free will, 
«how him the timeliness of the offer readiness 
to serve on your part, extend a hearty we) 
come to your show room with no obligation 
on his part, hint that the reader may lose by 
delay , in short stir him to action This func 
tion IS often identical with closing paragraph 
as will be seen below 

As an illustration take — 

/Wttfffaijofl No SS 

'After you have bought your first dozen red 
and blue pencils you will be glad enough to hiy 
them by the gross and save much more you’ll have 
identically the same experience as our many oth'r 
satisfied customers' 

As a means to clinch the argument 
write — 

Uluttfation No 56 ' 

Send me your otdet by return mail It will 
prove a real revelation to you 

Take this money saving step to-day 
Here is an example of how argument 
develops into persuasion — 
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Illustration No 57 

Tluc IS just w'iiat nr arc read} to install for 
j-ou at an hour’s nooct — a complete equipment that 
wll meet >’our most exacting demands — in day m- 
da)'OUt veanng quaht) 

‘And because wc can (iirmsh jxiu with txerv 
Item of equipment that >'Ou need, w can do it at a 
rnmnnum of cost to jtxi. The catalogue enclosed is 
a petfea directory of plant equipment. PIcas<t go 
ow It %•«) carefully Note pamoilarly the speoal 
pn^ quoted on This is made m our 

OUT! factory from the xcry choicest stod~ In actual 
use It has proicd its ability to out v.car three time* 
oi'cr any other at the same pnee. 

‘And this is just one item— just to pw you an 
idea of the pnee and quality « could gi« ynu m 
furnishing your plant con^lete.’ 

CLOSING. 

Generally, a closing paragraph bnngi the 
whole into termination Here al«o too ton 
\entional closings such as ‘Tni'^ting that we 
may ha\e the pleasure ot hearing irom ^ou 
and a««unng 3 ou that y our reply w ill be greatly 
appreciated’ or ‘ThanJongyou in adt-ance for 
the early reply y ou w ill gi\ e us’ are to be a\ oid 
ed A do-it now tone is all that is wanted 
For examples — 

lUustranem No 5S 

‘full up the endosed Hznk and mail it tn ,ic * 
Illustratton No 59 

* To-dai’ — Ri^t Now ’ 
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llluslratton No 60 

‘No matter what die occaiion, how mvial the 
purchase, give us a tnal on your next order You 
will be delighted with the result ' 

Illustration No 61 

‘You will be glad vou adopted this suggestion. 
Try it at once and sec* 

Illustration No 62 

'Decide to come eight now — 'tis a profitable 
impulse ’ 

Illustration No 6J 

‘In your town it u sold by our Agent Messrs 
& Co Try It We are sure you will 
be satished with the <]uahty And r will give your 
farm all the protection it needs ' 

A courteous or coinphmentarj cIomdr is 
also the cv\stom wuh mam The following 
ma> serve a» examples — 

Illustration No 64 

‘Assunng we ate here to give you the sarr* 
good cjualities conscientious values square treat 
ment and courteous attention at all times 

‘We would greatly appreciate an opportun y 
to quote you on your requirements ’ 

Illustration No 

‘May I hope to hear from you by return 


inail^ 
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IllustraMn i\o 66 

“We promise uniform good quality, correct 
>.tigbt and a sincere willingness at all tiroes to pro.-e 
our thorough appreciation of >-our land patronage 
A fe^\ more example^ gi\en be!o^\ \\i\\ 
pro\e of much help — 

Illustration Ao 67 

‘Please wnte us, whether you order noiv or ret. 
You are sure to have some questions vou would 
to ask, and ViT shall gladly ansssTr them. Let 
know exactly ha* we can serve jtHi ‘ 

Illustration A’o 6S 

*For j-our convenience we art enclosing jj, 
order fonn, which j-oo can fill m without trouhls 
and m the post tcnlay* 

Illustration A'o 69 

The time to order is now, while jou have 
matter before }ou and can do so tn a roome^r. 
May we look for ytjur letter m the return post’ 

Illustration Ao 70 

“We can gne your order immedate attermcj^ 
and onlv await your decision to put our«eI\^ 
entireU at your semce * 

Illustration No 71 

*You need send no money — pcr^onallv gu^ 
antee diat you will find this all that 

claim for it. Simply post enclosed card to-day ’ 
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Illustration No 72 

• Wc do business on a very narrow margin of 
profit. For rbis reason, we canhot afford tbc ^ossi 
bility of mcumng even a small loss on collection 
charges of bad debts Our invaruble rule, therefore, 
IS to require cash with order Vou will see how this 
rule is on^ of the things that makes it possiUe for 
us to give lower paces than our competitors.’ 

CONCLUSION. 

From the above uc see that the logical 
method of arrangement is as follows — 

1 Enthusiastic Ojicnmg 

* 2 Presentation of Projiosition 

3 Arguments, etc 

4 Persuasion 

5 Closing 

It IS wise for begtnncrii to follow this 
order Only experience and practice can dic- 
tate when a departure from the above system 
can be made without any detriment to the con- 
tents 

The following will serve as a guide — 

Illustratfon No 7} 

Dear Sir, 

fDthusias- Right now it is important that busi 

nc 01 cnltg ncssmen should look prosperous, should be 
well-drrssed and carry the air of one un 
touched by advemty This applies equally 
to the men whose credit is an asset in his 
business and to the man who is employed 
to tepresent odters. 
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Proposition. A pm^KTous appearanct is desirable 

at any cone, }xu know this Vrithout my 
tcDing juu* bur there is one thing m cort- 
necnon twdi it that I can trfl >x>u — how to 
get die best results. By results I mean 
best fabrics, best patterns, best styles, bes- 
fittings, and best miknunsh^ m your 
dodies. Erery odier tailor claims the same 
dungs — of course, but I keep n^t on 
Arsum^nt. cUmung them by everything I do, not only 
vifule yTXi are buying a suit of me. but as 
long as you itear the suit. 1/ I should see 
die suit on jxw a year after you bou^t it, 
I tktxild say, *best fabric, best pattern, etc.’ 
and if you did not agree mth me I ^nuld 
make you aaotbef suit for nodung. Is 
other ts-ords I want d« result more for die 
result dian for die sake of getong your 
motie) That’s wt> I mean best e-hen I 

S3} It. 

Per«iiasioa. I not carrying over any old stoch, 

nor tryu^ to woclroff 1934 patterns m 
suits made m 1935, toy stocks are new and 
the 1935 patrons are very attractive atxJ 
effecoiT. I would like to show diem to yxu. 

Nl) pnccs are fan, fair to you, fan 
CO me, fur to the best workmen who shaped 
diem, they are not hi^ pnces — ^just fair 
I would like to make your winter suit. 

Yours very trulv. 


Closinj;. 
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CHARACTERISTICS OF A MODEL LETTER 


CENSRAt. CHARACTSRtSTICS 


^RACCrUL ph>sical look, judicious com 
position of the hodj matter anfl the 
proper arrangement of the same though of 
mestimahle service in the making up of sue 
cessful business letters <lo not comprise all the 
elements neccssar) m a model letter The> 
form a solid foundation upon which the entire 
structure would depend Their assistance is 
no doubt indispensable m writing a faultlcs-* 
composition but with all this thej maj fie 
rmpotent in imparting a freshness and life 
running through the whole It is difficult to 
lay down outlines on which a model letter 
should be drawn for letters should be written 
in diverse tone and style to adapt themseKts 
to the occasion and to the surroundings Mi 
that IS possible here is to point out several 
general characteristic features which almost all 
master letters contain The most important of 
them are — 


(1) OngmaUly 

(2) Tact and Judgment 

(3) Adaptability 

(4) Tone 

(5) Force 

(6) Snsiiended Interest 
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oRiciKAurr 

\ li\el> oncpnal composition holds a 
peculiar charm o\ er the reader s mind 
People are «o much tired ot con\entional 
writings that a stale «t\le and stereo typed 
expression can scarceh hope to attract the 
notice ot the readers Most ot the successful 
letters wil! be obser\ed to contain savings not 
met with generalK Ba originaliu of course 
w e do not mean a queer saj mg but a genuine 
wa\ of thinking altogether in a new line to 
engender interest in what is to follow 

Simphcit) ot thought finding expression in 
1 simple and natural st>le ne\er fails to awaken 
cunoMt) \bo\e all opening lines speaall> 
■ihovtld be of original t>pe departing as much 
as practicable from the groo\ed line of pro 
cedure W hen cunosiO has once been raised 
to a point It is incumbent upon the writer to 
«ustam It b) pnident selection of matters 
Letters with unique openings arrest attention 
at once One cannot shut his e> es against such 
opening lines as 

Illustration Nos 74 — 76 

You can c blame roe if it happens *’ 

‘I have fia^ed die sigpaL* 

‘I vt hung out ihe ted light — 

Illustration No 77 

‘Do jou dare tnfle with jour health’ Do jou 
fnow It’s the most valuable of your possessions’ 
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With It power, success and happiness are yours 
Wthout It you ate netther efficient nor happy ’ 

IllustTOlion No 78 

‘Your name was gvcn us as a man ready to 
grasp an extra-ordmaty t^^>ortunity to make money, 

lllustraiton No 79 

‘Your money’s your own You will of course 
spend it any way you want to You may pay high 
furniture prices. But we hardly believe ’ 

Display and catch> head lines also act as 
so manj si^ posts to the subject matter and 
ser\e as effective seUmp points since jour read 
er cannot fail to see them This method of 
using strong catch lines should onlj be prac 
tised where u is juslihahle Uy menv of the pro 
position 

lUuitralion Nos 80-^J 
‘Match Problem Solved ’ 

‘Simple Machines Guaranteeing 50 per cent 
profit, etc, etc’ 

‘A unicjuc Discovery’ 

‘New in the Field’ 

TACT AND JCDCMCNT 

Success ui letter wnting depends largely 
upon the lad with which the letter is to be 
handled Tactfiilnesshas many a time brought 
in fresh customers and has re non the confi- 
dence and patronage of dissatisfied constilu 
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ents Now for drafting a letter, tactful and 
spontaneous at the same time one must exer 
ase good judgment which with moderation 
and commonseilse is the best fnend of a letter 
writer Obser\e all things and propositions 
from the point of %uew of the reader for whom 
the letter is intended This practice wdl 
humour the readers interest them appeal to 
them and w ill ne\ er offend them- 

Another polic> generalU adopted m this 
case IS to think clearK the whole subject weigh 
carefulK the pros and cons and thus po>sess 
a first hand idea clear and correct, of the pro- 
position to be presented In short look into 
>our heart and wme Don’t tr> to imitate 
others 6ut wnte out )Our own ideas steering 
dear ot cut and dried phraseo1og\ This prac 
tice wnll ensure onginaliu of ideas and m the 
hand of a deep thinker the letter will pos&ess 
the elements of a model letter 

Good judgment al«o requires that the pro- 
position of letters should appear quite 
plausible, since truth and smcentj are the 
greatest assets to a letter wnter If there 
hangs some absurdit> about the proposition 
this wnll insinuate doubt in the reader’s mmd 
as to the \eraat) of the writer, and the letter 
would fall far below its mark 

ADAFTABIUTT 

It is the skill to secure heanng from all 
parties The same letter is not equallj pullmg 
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in all centres One may jielfJ unjirecederited 
success m one quarter and yet maj fall quite 
flat in another circle The letter should he 
adaj)te<l Tcconling to fhe temperament educa 
tion and scope of those to whom these are 
addressed \\ hat mav he catchv to one sec 
tion of peojde with iiarticular social or pohti 
cal views may be lacking in carr>ing weight 
with those of the opiiosite camp 

In short tastes of one person diftpr ft'om 
tho^e of others Hence before comiminicatmg 
with inj person hts tastes should lie stuci*^^ 
as far as possible He should be approach 
el b> the writer m i manner as most likelj 
to appeal to hi> brain and heart The 
language of the writer the method of 
putting things the length oi the letter 
require modification to make it interesting iind 
not disgusting to the reader 

A long letter mav be quite agreeable to 
the sense of a villager unused to receive m^^ny 
mail letters dail) but big letters would be qiUte 
tiresome to a busj man of business Where 
the nature and inclination of the addressee i*' 
unknown jt is desirable to write letters of 
moderate swe 

'knother important thing to be noted iu 
this connection is to keep abreast of the tiiPes 
and to take the psychological moment to ^d 
vantage in extending business Timeliness 
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of offer IS an important Jactor in wmninj; new 
customers 

A touch of colloquial and per«onal langu 
age IS often a useful m<tmment in the hands 
of skiltul correspondents Language is also 
to be moulded according to the profession or 
trade of the recipient The use ot a little slang 
and professional and technical phrases and 
rheto 1C is not onh allowable but justified m 
con\e\ing the idea that the corre«pondent is 
quite at home with the subject This docs not 
of cour e presuppose wholesale technicalities 
n the bod\ ot the letter Onlj an occasional 
touch here and there signifies fanuhantj with 
the busine«s 


TOKE 

\^hlle <t\Ie IS the dress ot the thought * 
tone IS atmosjhere' Tr\ to culm ate an easy 
•and natural tone It ts determined both b\ the 
matter and b\ the impre'^sion that the writer 
wishes to produce The lone of the letter is 
affected to a considerable,e\tent b> the person 
to whom the letter is written 

Manj correspondents allow the first 
■person to dominate o\er their correspondence 
Though this mode of c^-pression smells of an 
egoistic tone giMng offence to their recipients 
Its u e IS allowable while expressing some 
opinion or giung personal touches 

In general correspondence however it is 
good to keep One«eIf in the background Such 

MEP^ » 
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examples as 1 ha\e done such and such My 
articles are super excellent Iht prices I 
offer are the lowest available m the marker’ 
are ineffective The ust of third jicrson also 
imparts a cold and distant tone which m gene 
ral letters should he discouraged It is thus 
preferable to write a letter in the second 
person because this shows a delicate courtesy 
to the reader and assures him that the 
question has been dealt from his point 
of view and that it is to his interest 
that the letter should l>e gone through 

Mark, the congenial tone in the opening 
lines of a letter appealing to a fanner to paint 
his farm — 

lUustralwn No 84 

I have just been thinking about that bam of 
your* 

It It the storehoute of your (arm and holds the 
rewards of your season s labour till they are mar 
keted A mighty important bu Iding ’ 

You would not feel safe if it was not fully pro- 
tected aga nst fire yet it is a fact that more bamt 
are destroyed by paint neglca than by fire — and 
paint IS a whole lot less expensive than insurance 
It IS the cheapest form of protect on for you 

FORCE 

The letter should possess convincing and 
compelling elements in it as well To achiev* 
this the letter should lie forceful and absolute 
ly outspoken A spirit of enthusiasm should 
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pervade the ^\hole of the letter Thi<= guanm 
tees smcentv on the part ot the writer and 
e\okes conviction from prospectivfe buters 
A forceful w-nter moves his readers bv 
the life and force he instils into the subiect 
He impresses the reader with the importance 
of the question His liveliness and enthusiasm 
are contagious like laughter and catch am bodv 
who mav happen to read it 

Talking direct to the point and being bnef 
are al'so 'iteps leadmg to forcefulness Let ) our 
thoughts move with grandeur towards a clt 
max, and thits lend an unusual force and VTva- 
at^ to the whole so rarelj met with an ordi 
narj correspondence Here is an instance of 
forceful para« — 

lUustranon No 

‘I wane z tnaa who is a salwman from tb* 
ground up who is a money tnalcrr from liead to heel 

He must have vim, vigour and veloacy m him f 
He must have ginger, gurapoon and getalidity He 
must be ambitious, resourceful, rehahle — yes, abov* 
all reliable 

He roust take hold of th.s thing with head, 
heart and hand and wort for all there is m it.’ 

SeSPEVDED tSTEREST 

WTien the interest of the reader ha? once 
been awakened bv an enthusiastic opening, do 
not let It flag but sustain it carefullj, to the 
verv end of the letter The crucial point is 
not to be revealed too «»on In the words of a 
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publicist. ‘You are to build up his hope, 
awaken his desire, before joii displaj the main 
object — the hip idea — the real issue of >our 
proposition Bj that time he is likel> to uant 
It He IS readj for it His enthusiasm and 
interest are kindled He is then near action ’ 
Here is an evanjple of suspended interest •— 

llivstreuon No 86 

If somebody told }vu bow jou could increase 
>our production 50 per cent, or 60 per cent, jou 
should lend bim an car, wouldn’t jou’ „ 

And if somebody else told you bow you could 
cut down your manufactunng cost 25 to 30 per 
cent , you would listen to him too, wouldn’t you’ 
Here follows another instance how inter- 
est IS suspended \%hile offermp a book which 
shows how to lie another man — a bigger edi- 
tion of one's former «elf — 

lHusnaiion No 87 

May be that’s a strong thing to say ’ May be 
It isn’t, mav be I am putting it dead straight. 

‘ You 11 be another man ” You’re no different 
from the rest — the men of the hour — alert, up-and 
do ng success craving determined to accomplish 
more today than they did yesterday 

You ate no different, I say If you, too, read 
“ The New Success ” it will light within your breast 
the fires of new ambition, just as it has done with 
every other man. 
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CHAPTER I. 


FOUR CLASSES 

XT A\ I\G gi\en the general characteristics- 

ot Busine'=s Letters ^^e are called upon 
to Ja'^'^if) our corres|>ondence To attain efh 
Lienc\ in office correspondence the first step 
^\ould be to s>stematize the mail -^d in do- 
ing this \\ e find \\ e can use stereo tj-ped forms- 
in come routine business of the houce Thus 
we Lome to the fir«t class of all lmcme«s letters 
— Routine or Fonn Letters which cover simi 
lar initial -ind answer letters to several parties 

Following this we divide our correspon 
dence according to the kinds of business tran 
^action General business of a commercial 
house consists of (a) Procuring orders (b) 
Collecting tiionev (c) Appointing agents and 
retailers for di tnbution ot merchandise The 
correspondence therefore natural^ classifies it 
self into these four groups — 

(1) Form or Routine Letters 

(2) Order Proainng Letters 

(3) Collection Letter? 

(4) Agencv Letters 

In fact entire correspondence autoniati 
calK divides itself into above classes \\e re- 
sv«tematize them in the following pages 



CHAPTER II 

rOR>r OR ROUTINE LETTtBS 

OHDCHS AND ANSWSNS TO OBDEBS 

of the most im]K>rtaiit items in the roti 
^ tine business of all merchant houses — biji 
or small — is sending out ordering letters and 
acknowledging the orders received In the 
jirojier condiiet of Inisiness whilt goods are 
to be purchased either in raw or finished form 
from the manufacturers or wholcsaltr' In 
rail nv ci or sea In despatching order letters 
the orders received b> the firm in us turn from 
Its customers are to he acknow ledgtd and fiilli 
filled up \nd in due course cnijinnes are to 
be made and answers given comjdamts art 
made and received and adjustment to them 
done Thus m the Form Luters wt have the 
following groups — 

(1) Orders and Answers to Orders 

(2) Enquiries and Answers to Them 

(3) Complaints and their Adjustment 

The essential jiomts to l>e liorne m miml 

in the construction of ordering letters are — 

(1) Reference to catalogue 

(2) Itemizing the goods ordered 

(3) Description of goods 

(4) Method and date of debverv 

(5) Remittances or Enclosures 

(6) Miscellaneous 
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refercmh: to catalogoc. 

To mininn«e the chante-i oi error and 
misunderstanding alwajs gx\e a reierence of 
the goods ^ou want from the catalogue or 
pnce list ot the company with whom \ou place 
\our order \m number appended to denote 
the article or its qualiu must on all occasions 
be quoted wnth scnipiUouN accuraci I?uch 
practice would help the selling firm to under 
stand e\.actl\ the kind ot \our requirements 
and would thus end in e\pe<liting the affair 
If the compani does not issue an\ catalogue 
or arculars detaUs of goods from its prenous 
correspondence ma\ be quoted If \ou u^e 
am order and ofhce number put this aUo 
clearU at about the top of letter so 
that the <-iner parti will refer to it m 
responding 

rrCKlZtNG THE GOODS ORDERED 
"Names of articles tor which orders are 
Ixxiked should be arranged carefulK in a 
column each with a separate number \\ nt 
mg the order letter m tabular form is. 
here meant It isseas) to see that this sort 
of arrangement is most agreeable to the selling 
firm as this facilitates carrjTng out the order 
free from all risks of error* and omissions 
The act of checking the despatch of order or 
jacking of Lood* becomes a matter of easi 
completion both to the bujer and seller An 
eas} reference to the go^s ordered or des 
patched is also afforded b\ this s\ stem 
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DESCRIPTION OF GOODS 

The order letter should be explicit about 
the goods required It is better to Mrite a few 
words more than a few words less than those 
actually wanted to make the letter fully intelli 
gible Give a clear description of goods you 
need, state the quantity, size, style, price, etc 
tn the \ ery words of the seller Your interests 
will then not only be fully safeguarded 
inasmuch as )Ou can complain if the goods are 
not up to description and can legally claim 
replacement of the order or refund of the 
value money but also the terms would be 
advantageous to the selling part), as no jwssi 
biht) of misdelivery here exists and the 
orders may be complied with without consult 
ing catalogues or previous communications 
To eliminate probable sources of mistakes, the 
page of catalogue dwelling on the article or 
containing an illustration of the article is 
sometimes enclosed in the letter 

KETEOD AND DATE OF DELIVERT 

Too much cannot lie said concerning the 
caution to be exercised to make this point quite 
clear and complete If you are sorely m need 
of your articles, instruct the firm with whom 
you place your order to carry this out by such 
and such date If the article will be of no use 
to you if It IS receivetl later, speak this out 
and write that the order is subject to can 
cellation provided the goods arc not received 
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by that time The method ot booking or ship- 
ment may also be speafied, for instance, jou 
should intimate that the parcel is to be sent 
by mail, by \ P P , b> rail, b> parcel post, 
by special messenger, or an> thing of the kind 
It the order is to be sent bj rail give the 
name of the nearest railwaj station and if b> 
steamer, give the name of the nearest steamer 
ghat, and so on 

This statement tvoiild pro\e equallj help- 
lul to the customer and seller The seller is 
spared the trouble of ascertaining the best %sa> 
of transit while the bu>er feels that his 
instructions are being lollowed to the letter 

REMITTANCES OR ENCLOSURES 

A model letter would also allow a few 
words on the manner in which the monetary 
transaction would be done If \ou enclose 
an) cheque, draft, jiromissor) notes, ha\e it 
mentioned in the bod) of the letter 

MJSCELLAKEOUS 

If the destination where the goods are to 
be despatched be otherwi«;e than that appear- 
ing on the letter head, clearl) ad\ise where the 
goods are to be sent and furnish aho the new 
address 

Duplicate orders are often to be «ent 
when an) unnecessar) dela) occurs m the safe 
arrival of goods In such cases repeat )oitr 
previous letter instead of writing to serve the 
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order of such and such date The unportance 
of this jirocedure \\oul(l he evident to jou 
when It IS taken into account that the first 
letter might have been lost in transit Of 
course the \\ hale matter should he laid hare to 
the partj 

In case of reorders also repeat >c»ui 
order An illustration covering all the points 
enumerated folovvs — 

Illusnation No 88 

On 26th March I sent you an order for the 
undertnennoned goods to be forwarded by mail, hue 
I regret to say that the articles have not reached me 
yet That goods oedered for were — 

We give below an example which may l>c 
accepted as a dejiendable model for onler 
letters 

lUustraiion No 89 
Order No — G24 
Gentlemen, 

We have duly received your circular of the 4di 
instant with samples and price list We like th 
samples sent and ihcreforr enclose a tnal order as 
follows — 

6 pieces Tussor No 029 at Re 1 14 per yd 

12 pieces Mercerised Suiting No 050 at Re 
1-4 per yard 

9 pieces Silk Tussor No 00? at Rs 2 per yard- 

Kindly supply thu merchandise vm E I R. to 
Calcutta City Booking Office on or before April 2 
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and send the R R bv V P P We are enclosing 
a cheque for Rs ZO as ads-ance 

Yours {arthfuUs , 

To mmimi'e ihc ta«k an Order Blank 
ma\ be ciibatituted 

lUnstralton iVo 90 

ORDER BUiNR. 

BLANKS CO 

Allahabad. 

Date 

Remittance 


Order No 

Name 

Address 

Date of execution 
Route 


Nuest*- ^ 

1 


j 

Pr<«. 





— 



, 

, 

1 


General Remarks 

&gnature 


ANSWOIS TO OROtR LETTERS. 

PROMPTNESS IN REPLT. 

In the building up of business nothing is 
more important than promptness in replying 
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all orders The e\iJs of dilatoriness in this 
instance need not be brought home to the 
business men Business etiquette nl^-o demands 
that no letter should go unansuered even if 
one enquires in a line >ou never represent 
The buyers are eager to know the fate of their 
letters and expect to get an earl> intimation 
of whit action is Ixnng taken to carry out their 
orders 


SIMPLE ACKNOWLEOCMENT 
The first duty on the receipt of an order 
letter is to acknowledge it mentioning the date 
and reference number of the letter received 
The order is sometimes repeated In passing 
write that the order is engaging vour best 
attention and will be executed at the earliest 
possible date 

Printed letters with spaces left for filling, 
updates subject matter etc are, mailed to the 
prospective customers as acknowledgment 
These should be <Irafted with care and sim 
phcity to cover a great number of cases A 
general form like this may be used — 

Illustration 91 
Dear Sir 

We acknowledge with thanks your order of 
March 21 1935 for 300 doren pair of stockings 
per size and numbers quoted from our catalogue 
of January 1935 
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The order is receiving our attcnuo’i and ViiIl 
be complied with m a week. 

We assure you of our appreciation of vour 
valuable trad' 

Yours faithfulU 

Notice of shipment or transport ma\ lx. 
"^ent later on 


DATE OF DEIJTERT. 

If \ou are positi\e on sending the good>- 
on such and such daj, inform the bujer to 
that effect In «hort enlighten the bu>er on 
the earning out of the order as much as >ou 
can. 

If ^our stocks ha\e run low or >ou ha\e 
oversold >ourselt and some dela} is inevitable 
m compljmg with the order, speak this out 
unresen ediv to vour customer and also tell 
him positivelv on which daj he mav e.\pect the 
goods This practice would help to pre'^ene 
the mutual co-operation and good will 

FAILtmE TO SUFPLT 

Occasions would an e when the celling 
firm would not be m a po'^ition to cam out 
an order at all or in full In ''uch cases w nte 
expressing v our regret for failing to carrj out 
the order If the order can be filled onlv m 
jiart, inform the buyer which of the items you 
are unable to supply and thus allow him lull 
freedom to purchase from any other source 
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Without any delay and consequent loss and in 
convenience to him«elf. 

ERRORS IN ORDER LETTERS 

While replying the order letter one should 
point out mth due courtesy any error Avhich 
might have crept m regarding enumeration of 
figures denoting quality, price, etc and hint at 
what the correct thing would be It is Letter 
to wait for confirmation or re assertion from 
the customer But if the error be of minor 
importance and too evident to be niisinter 
preted, the order may be cvccutcd after 
necessary correction Even then bring to the 
notice of the partv the anomalies m the order 
letter and how thev have been rectified and the 
order served without delav to save his incon 
venience \ request may also be made to this 
effect that if the procedure is not satisfactory 
to the buyer the merchandise may be returned 
to him at his expense The under mentioned 
letter may serve as a typical example of the 
foregoing — 

lllustTution No 92 
Dear Si*s, 

We have your Od-r No 1143/A of Apnl 15, 
for 200 pieces of chintz Styles No C/36 C/40 
and B/24 arc being forwarded to-day in quantities 
as you desire We have however no No B/36 with 
width of 72 ins as this is not made in larger widtn 
than 56 ms. 
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We a e sending with other merchandise 25 
p^ces of s^/36 Mth width of 72 inches as quoted 
m our p'ev^ous catalogue. If this style is not whit 
>ou wish, }-ou may return it at our expense and w- 
will either substimtc another mod*l or credit you 
with amount of sale 

We trust this arrangement will be found sans- 
factory 

The mvoice accompaiLes the lette- from wfaici 
we have deducted the su m of Rupees Two hundred 
and fifty which we received in chccue along with 
the order 

Assuring you of our best service and awaiting 
irur further co mman ds 

Cordially yours 


THE FORK. 

Thus tse find that in answering order 
letter* it i* the general practice e\en among 
the master letter \\ nters to follow the general 
schedule alreadv referred to in this book 
namely — 

( 1 ) Acknow ledgment of order 

(2) Reatatement of the Items 

(3) Information regarding execution 
and transport 

(4) General remark, if am 

(5) Formal thanks 

A formal Transport (Rail or Shipping) 
i^otice to inform the customer of the date and 
rate of transportation may be drafted as 
follows — 


MER. 6 
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mail order letters and methods 


Illustration No 93 

SILK MANUFACTURING CO , 
Ludhtana 

Date of order Your Order No 

Date received Our Order No 


Remittance 

Execution. 


Quant ty ordtral | Quinaty auppl ed 

j Deur ption ; 

1 Pn« 

' 


1 

1 i 

Route of Transport 

General Remark 

Signature 


NCtfllTANCCS 



If any cheque, bank note, bill or draft or 
in short if remittances in any form accompany 
the order letter, acknowledge the receipt of the 
same while replying the letter 

UODE or ADAPTING 

The mode of couching the letter should 
be varied according to circumstances A 
letter to a businessman may contain technical 
terms and phrases which are quickly in 
telligible to him, but letters to private indi 
viduals should be more explicit with as few 
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technical terms as compatible with the purpose 
ot the letter The tone of writing needs be 
adapted to make it quite convincing and 
agreeable to the biner 

CLOSURE 

FinalU the letter should clo«e with a 
courteous phrase or sentence stating that his 
commands would meet with earl> compliance 
or utmost care or a request for evtension of 
his patronage and so on Specially a new 
customer should be accorded a heart} wel 
come and informed that his further orders 
will receite the greatest of attention and will 
be e\ecut€<f*w ith gladness and promptitude 
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ENQUIRY LETTERS AND THEIR ANSWERS 
l‘(r«POSC TBCSC SSRVC 

TN business correspondence enquiry letters 
and their replies pla) an important fiart 
and require careful attention in their disposal 
These are prehminarj steps to order letters 
but still in scope they stand as a separate class 
inasmuch as these inerel) ask for definite in 
fonnation on some particular subject 

For proper conduct of business a large 
volume of correspondence is maintained b> 
everj business house in the shape of enqiiirv 
letters Whenever one offers or may possibly 
offer anj^hing for sale which interests >ou 
you have to make several enquiries regarding 
price description uses etc , before } ou make 
the actual purchase 

When jou are in a critical position and 
are intent upon making a new departure from 
>our customar> practice or are opening up 
new lines whose utility you are rather dubious 
of, you have to «eek the opinion of experts in 
the line or of those whose advice counts much 
m such affairs WTien you are sadly in need 
of certain information regarding articles you 
are interested in you have to write to parties 
best equipped to help you m such matters 
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W hen one partj a ks certain euinmodiiiea 
<n credit >ou hai.e to aacertam his hnanaal 
and biismesa status Irom reierencea he may 
gue >ou and troni other sources as "■ell 
There are thousand and one rea ons \^hy 
enquirj letters ah orb such a bifj hare ui our 
daii> routine correspondence 

\nsners to such enquiries also make up 
a large bulk ot correspondence kqihes as to 
pnces, de«cnpt]onS etc, are to be made with 
care and accurac) The replies above all. 
‘•hould be all to the point and terse, cona e and 
at the «ame time intelligible 

CLASSmCATlOV 

>• To stud} the procedure oi prepanng 
enquir> letters it 'vill be ot much laciht) to 
have them classified and d!«cu«s them one at a 
time The lollowing are the mam clas«es into 
which the subject may be «uitabl> sub 
divnded — 

1 Letters of enquirj beiore the actual 
purchase takes place 

2 Letters asking certain favours 

3 Enquiries asking individual opinion 

^ Letters soVicrtmg recommendations 

5 Letters asking for references 

6 Letters requesting information 

7 Letters applying for position 

Before }ou «end enqmrv letters for infer 

mation it is ahvavs good to follow the pnn 
ciple of givnng no trouble to anv person for 
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information jou can jourself collect with a 
little trouble Ko enqmiy also should be nndc 
regarding subjects already known to >ou As 
few questions as i>ossible should be asked A 
note of thanks on the receipt of the desired 
information should aluajs be sent A self 
addressed and stamped envelope or postage 
stamp should be enclosed in jour letter of 
enqiurj 


LETTERS LEADING TO PURCHASES 

These generally refer to request for cata 
logues prices booklets circulars or samples 
and for anj \iarticular information prelimi 
narj to the furchase contemplated 

Purchases houever in the general sense 
of the word not only include the buying of 
commodities but also of services etc In 
asking for particulars the letter should be as 
short as possible and to the point laying special 
stress on the details jou are specially in need 
of The points to be kept in view in such 
letters are (1) Mentioning the source where 
you get the address from (2) Definite state 
ment of your enquiry and (3) Exact enumera 
tion of the information jou want 

The following letter of enquirj maj sene 
as a model — 

Illustration No 94 

Your name has been handed over to us by 
one of our friends as manufacturers of automat c 
looms 
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I shall be glad to leam from jxni the follov,mg 
particulars regarding it — 

1 The maximum breadth of doth it uTa^ta. 
i The aterage output per hour 
3 Its pnee and an> special features. 

In antiapation of an early reply 
In rephing to the enqmr\ of a pro^pec 
ti\c purcha'ier send jour price list catalogue, 
cirailar, etc., if possible Some parties make 
It a point to ^end order blank* Sometimes 
personal replies are u anted A.l\\a%s tr^ to 

gi\ e the information about the goods but the 
technique of \\ nting too much of the ad\-an 
tage* deru-able b> the bu\er is to be dis 
counged In «hort, render genuine ®enice 
bi offering clear, courteous and prompt replj 
For e.\amplc the repl> of the aboie 
enquire mai be put thus — 

Illustrafton No 9} 

* I take great pleasure m sendmg you a cata 
logue of «nou5 types of looms w manufacture m 
reply to your esteemed enquiry of the instant. 
All the particulars you want arc embodied tn tb^ 
catalogue. I s\'ouId, boweser, like to draw yxur 
parnculir attention to para No 9 of the catalogue 
wherem the speaat uiyiui e m ent in the manufacture 
of our looms has been dealt with. 

I also innte y'ou anv day you like m our facto’y 
to see die fcorking of die looms and the quality of 
doth woien. 

Awaitmg your fiitdier commands.’ 
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LSTTCRS ASKING FAVOURS, ETC 
In writing letters asking certain favours 
or individual opinion, or mfonnation, begin 
with a polite introduction Follov/ this up 
with the statement of jour request and expla- 
nation of jour reason for asking When 
possible, show jour willingness to reciprocate 
and hnallj offer heartj thanks lor the trouble 
involved Details of the head on which 
particular information is wanted should al^o 
be embodied in the letter to facilitate the 
replj To save time the questions maj be put 
in tabular form leaving space for the writer 
to fill in the replies \n illustrat on follows — 

Illustration No 96 

‘From jouf advertisement m ihe “Industry ’ 
of Calcutu I see that j-ou manufacture vanous s«ts 
of machines Will you bndly fill up the accom 
panjmg list and supply me the informauon as early 
as possible’ The information, I may be permitted 
to point out, IS required for the compilation of a 
Directory of indigenous products of India — vdutiV 
by the bje is of prune importance for the cxpan 
sion of trade and commerce of the country 

The insertion of your name will involve j'ou 
no charges unless you want to tell your story m the 
Advertisement Columns, the rates for which are put 
in the Advcrtisctnetit Sdicdufe 

Thanking you bcartUy in advance for }Ciu" 
kindness, beLeve me, 


Sincerely jours,’ 
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The replies should be clear and conci'e 
Gi\e reterences to book.', catalogue', iiamph 
lets to simplif\ th*. answers -Ml miorniaiion 
supplied should abi>\e all be accurate and 
prompt 


T.TTTTTTtS POR RRCOIOCENDATIOSS. 

The recommendations nia\ be a«ked lor 
serMce, for credit or merchandi'C or irom 
school, bank, etc. In the wnting ol all such 
letters, let jour enqmnes be ter'e and to the 
jKiint and lollow the general head 0^ er and 
abo\e that, promi*c that the iniormation 
be accepted m confidence The lollowmg is a 
common form is'ued b> a part) a«kmg lor 
recommendation of an applicant for service — 

Illiurrat'on iVo 97 

‘ Will )t3u pleajc gt\c us such irionnaDon a< 
>-ou hai-e on file regarding M- an oM 

emplo^fc in >x»j- fim. He to serve wiui 

us and has given )our name as his reference 

The mformaiion wjl, of course, be kept 
confdenoaL Thanking jtw for the courtesy. 
Yews faithfull),’ 
LETTERS FOR PErERE.\CES. 

Letters are sometimes to be written to 
parties to gi\e references m their files regard 
ing jour«elf when another ha* occa'ion to 
enquire regarding >ou In drafting -^uch 
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letters the following points should be kept in 
view — 

State the nature of >our request 
Co2~^**i>JaiT]e the firm for which the re/tr 
IS wanted 

■' 3 ^ajure of >our connection with the 

® ^ '' 'th date, duration, etc 

>7^4 ^^anks for favour. 

*.»— *T!ie tone ma>, however, be modified if 
>ou are well acquainted with the person whom 
you approach In that case jou may dilate 
upon the facts concerning the position >ou are 
seeking and also bring personal touches m 
your letter 

Below IS a letter illustrating the above 
points — 


Illustration No 9$ 

‘I am seeking a position as an assistant 
accountant wiih die Bank and should 

like to give your name as a reference 

I held the position of an assistant accountant 
temporarily for about 9 months in your offi« m 
1939 dunng the absence of Mr 

As my duties there will be similar in all 
respects to the work I performed m your office a 
recommendation from you will be of great help 'o 
me 

Thatikmg you m anticipation of your kindness, 


APPLYING FOR EICPIJITKEVT 

These letters require the greatest care m. 
iheir composition ITie first rule to follow m 
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the \\ ruing of an application for a position is 
to judge uhat the emplojer ^^ants It is 
iinwi'e to dwell upon 5our attainments and 
doings if these ha\e got no direct bearing on 
the \acanc) In answering advertisements 
follow the instruction "given and answer in the 
right line as wanted b> the advertiser 

The first thing essential is to arouse the 
reader s interests speciallj if the application is 
imsolicited Secondlj, get into personal touch 
w ith the reader A mention ma> be made how 
>ou came to know of the vacancj , if from anj 
advertisement mention date, newspaper, bov 
number, etc 

The third point to write upon is the consi 
deration of the reader’s needs B> this it is 
meant the applicant «houId convince the reader 
that the writer is not a |ob hunter hankering 
after anj sort of post 

Next should come m what is commonij 
known as argument, wherein the applicant 
should state in plain language his qualifica 
tions. education experiences etc , and anj 
particular information that is likeb to go in 
his f av our during the selection 

Finallj, to persuade the reader of jour 
qualification to fill up the vacancj j ou maj put 
the names of firms where jou served or gpve 
good references Your personal liking for the 
emploj er’s business ma> also be pomted out or 
jtm maj give address where the reader maj 
find j ou for immediate interv lew 
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Note the development of the abo\e points 
in the following letter — 

lIlustTulion No 99 

' I read your advertisement for a corrcspon 
dent in this morning’s paper I have had unusua* 
experience in this work and believe I can fulfil yout 
requirements to the letter 

You, of course, want yout general correspon 
dence and sales letters written in forceful, clear cut 
style that gets result 

You want then to bring more enquines, erdeis 
or remittances 

You don’t want them wordy or ambiguou> 
You want them to be direct and to the pomt 
to get your story across — to make up the other 
man’s mnd to bnng back something 

I feel I know my work, and, what is more 
like to write letters more than anything else 

We can discuss the salary after I know mort 
fully your requirements My address n Calcutta 
IS given at the top 

I am waiting foryour call ’ 

The application letters, m response to 
ad\ertisemcnts, should answer all the require 
ments mentioned in the advertisement T-et 
It not be too round about and discoursive in 
style and too given to personal history that has 
no bearing on the matter m hand By making 
these matters so prominent the writer lays 
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himself open to an accusation of conceit and 
‘cocksurene«s that are rather undesirable 
The folloviing letter, clear conase and 
business like is sure of consideration The 
advertiser wanted a joung man — well edueat 
ed original for writing mail order literature 
The applicant is to state age, experience and 
salarv to start 

lUusnetion No 100 

* My quaUicat-ons for the posttion advertis'd 
are follow — 

Ac* — 25 unmameA 

Edccatioa Passed the B A. Exaimiution 
of the Uruversjty m 1933 

Expenert'e Reta.1 Sdesman for 
4. Co 1934-36. 

Wholesale Saiesnun with the same firm 
1936-39 

Advertisetnenc u-ntcr for 
Calcutta 193940 

Advertisement wntcr for 
Bombay 19K) to present time 
employed by them 

Salary expected to start Rs. 
month 

Mv deute to leave my present posicion \s du 
to the fact that I believe I can do better work Lv 
devoting my energy to one Ime of advertiscni'n 
wnting instead of heme ohL^d to handle manv 
diffecent propositions. My present employers 
know of my dcstre to get into mail ord'f work and 


S. Co 

ft. Co 
and sti I 

per 
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Will be glad to answer any enquiries regarding my 
ability 

I left my previous employers of my own 
accord I have general letters of recommendation 
from both firms, one of which credits me with 
much originality 

While I am willing to start at Rs per 

month, I understand that I should expect something 
better as soon as I prove my worth 

If you Will kindly ^ant me a personal 
interview, and allow me to show you some samples 
of my work, I believe I can convince you of my 
ability to meet your requirements 

Respectfully yours," 

In applying for a position at the sugges 
tion of a friend or acquaintance of the pros 
pective employer the opening paragraph may 
be modelled thus — 

Illustration No 101 

“Mr of informs me that 

you arc m immediate need of a sales-manager and 
has advised me to apply for the position. 

In applying for a position with a firm 
which may possibly require your services, 
begin as follows — 

Illusnatton No 102 

“ In case you have need of another correspon 
dence clerk, either now or in immediate future, will 
you kindly consider my abiliues to meet your 
requirements ^ ' 
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UITTERS or nCTRODUCTIOV 

Letters of introduction tall al«o under 
9 the categorj of letters of mtormation The 
«t>le should be a happj admuNture ot business 
and 'ocial correspondence In n nting a letter 
of introduction make a formal mention oi the 
person introduced and then evplam the object 
of 'iuch introduction and finallj recommend 
the per'on for interest, assistance or courteous 
attention Here is a tjpical example of an 
effective letter of introduction — 

Illustration No J03 

‘ Thu IS to introduce Mr a member 

of the physical «ta£ of my college 

Mr u making a thorough $ udy 

of (be saence of astronomy and desires to have 
a free use of your obs'tvatory for a day or two 
with reference to tbe researches be is making with 
respect to certain stars. 

You may remember my havmg menuoneu 
Mr during nty stay at Gilcutta and 

speakmg of hu admiration for jour obseTvaTor>. 
now tbe best equipped m India 

Any courtesy you can show Mr will be 

regarded as a personal favour to me 

Cordially jours ” 
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COMPLAINT LETTERS & THEIR 
ADJUSTSIENT 

N&ES rOR COMPLAINTS 

T^ODERN business methods have greatlj 
minimised the chances of mistakes m the 
conduct of business but sliJI it is not urrcoin 
inon that complaints of commissions and 
otmssfons arc received in all business houses 
even of the best t)pe» This prices rise to 
occasions of adjusting (he complaint letters 
Again m its turn cvcr> business house has to 
send complaint letters for redress of its 
grievances 

PRINCIPLCS TO BC rOLLOWBD 
Both the complaint letters and their 
adjustment especiall> the latter arc to he 
drafted with extreme care A clear indignant 
tone IS dominant m the complaint letters of 
«ome parties but such except under special 
circumstances should not be allowed to go 
uninterfered A business letter under no 
circumstances should shake off the semblance 
of courte->j and give vent to outbursts of 
temper 

Before instituting a complaint all possible 
enquiries should be made to make sure that the 
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cause of complaint does not proceed from jour 
faults correspondence or otherwise It has 
been found that causes of grievances often 
an«e from misunderstanding oi the terms 
stated in the letter and an exchange of letters 
ma\ bnng the matter to an amicable settle 
ment Laj bare >our grievances one b^ one 
and in the best ot temper No one desires to 
lose a customer, much less to earn a bad reputa 
tion The other part} to which the complaint 
IS made ma\ be quite unaware ol the mistake 
and would eagerh redress >our complaints 

"To err is human", this golden proverb 
at least should make us lenient towards other** 
drawbacks because, as*the proverb teaches 
with the best intention we can offer causes of 
complaints to others who also mav have 
grudges against us It is wisest, however, in 
all matters that justifv a complaint, to give the 
offending partv immediate notice of the fact 
and to reserve judgment on him ^intil he can 
explain his side of the question 

Complaint letters should be tempered with 
moderation and evince a tone that the com 
plamant is convinced that the partv on the 
other side is read> to meet him half wa) 
Another important factor m the w nting out of 
complaint letters is the ob'Crvance of prompt 
ness Lodge vouf complaint as *oon as vou 
detect the flaw An old complaint is not 
effective in all cases, <orae business hou«es 
MER. 7 
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have a time limit within which chims for 
adjustment are allowed 

GROUNDS or COMPLAINT 

The causes which impel complaint letters 
aie varied in nature These may be at A%ork 
singlj or conjOintl> The most jmjjortant 
of them are — 


(1) The quanljt) of goods received may 
fall short of the Quantity ordered or advised 
in the invoice 

(2) Goods not ordered may be wrongfiillj 
delivered or wrong goods may be despatched 
instead of those wanted 

(3) An unusual dehy may occur m the 
carrying out of the order, or the articles may 
not reach the buyer even though the invoice, 
etc may be to band 

(4) Quantity of goods may exceed the 
quantity ordered 

(5) Quality of the commodities may not 
be up to the standard 

(d) Goods may be received in a maimed 
and nnitihted condition Articles may be 


badly damaged or broken 

(7) Goods received may not^^^ee wit 
the description given by the seit«r^ 


(8) Goods may be defective in their very 


diaracter, eg, books may be worm eaten or 


pages may be missing, textiles may be soiled 
with oil, or grease or split m the middle, parts 
of the machine may be missing 
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(9) \\ rong address maj be put on 
parcels 

(10) The charges made ma\ be more 
than rea‘:onab!e or more than catalogue price 

The causes can be multtpUed \\ ithout 
number but the abo\e are of the mo=t irequent 
occurrences 


TEE POINTS 

In drafting complaint letters the under 
mentioned points should be clearh kept in 
\ie\\ and expressed m a distinct manner — 

( 1 ) The first point is to gi\ e relerence ot 
date and number of >our order letter The 
name of the article and the quantit> ordered 
maj be mentioned, if necessary 

(2) The diRicult> >ou now experience 
in connection with the order ma> then be 
stated 

(3) The next pomt which would follow 
logicalU IS what sort of measures or adju t 
ment\ounow propose 

(4) Finall} clo'e the letter with due 
w ords of courtesj 

In cases of non deliverj ot good unless 
an acknowledgment of the order has already 
been receued it is alwajs ad^u'sable to send a 
duplicate copj of the order, so that this may- 
be complied with immediately if the former 
one were lost somehow 

The development of the above points is 
illustrated in the following letters — 
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Illuslrajion No 104 

“ On April 29 I sent you order No 856 for 
24 dozen of glass globes of 12 inches diameter 
I received your uivoice and despatch notice 
from which I learned that the goods were lorwarded 
on the 5th May It is the end of May and th 
merchandise has not arrivecL 

As I am now completely out of the stock 
ordered, this delay is causing me serious loss ot 
business Will you tindly venfy shipment and 
send traces if the goods arc en route ? 

I shall be truly grateful if you will give this 
matter your earnest and proper attention " 

Here is another which wants replace 
ment for damap;c(l goods supplied — 

lilustraiion No 10! 

“ Our order No 865 for 24 doz of glass 
globes, shipped May 5, reaches us to^ity 

Wc find on examination that I doz of the 
globes of style II are badly cracked and am v 
unsaleable It is doubtless this escaped vout 
attention in packing 

We arc returning these globes with the request 
that you will replace them with fresh stock. As 
our orders cannot be served without these, we shall 
ask you to hurry them along as quickly as possible 
We shall be grateful if you give this matt" 
immediate attention*’ 

We give below another model complaint 
letter which states that the ortlerk supplied dn 
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not talh AMth the de cnption presented b\ the 
«eller — • 

lllusnahon Ao 106 

Your shipment of 24 doz. glass globes m 
pursuance to our order N(r 863, foivi’afded by }OU 
on May 3 has just reached us. 

We find these globes are not up to )our usual 
standard of quality These do not tally with j-out 
description stated in yoot catalogue of 1940 
These are not of h_rd transparent glass without ana 
fiaw as we expected them to be. 

These being not the class goods out 
customers H-ant, we are accordingly returning them. 
We trust that you will be able to ocbange them 
for better merchandise more Lhe that y^ou shaped 
us in February last. If veu cannot at present 
supply us with hig^ grace goods please credit out 
account v/ith the amount of this item. 

It IS with tcluctance that we malce this 
complamt, for we appreciate the sansfa-^cry service 
you have always given us in the past. 

ADJUSTKENT 

II the complaint letters require cool judg 
ment their adjustment demands o\er and 
abo\e that tact A complamt ^\hlch is 
handled promptly and tactfully is already half 
adjusted no matters how serious the difference 
may appear 

Complaints receued mat be classed under 
two main groups those from indwiduals and 
those from busmens firms Different modes 
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of procedure art to be ado2)ted in bandJing 
these tuo sorts of letters Individuals are apt 
to believe that theirs were the only orders that 
the other part) had to fulfil and consequent!) 
are liable to show more anjjer for anj ground 
of grievance than tftiy business house Their 
letters should be attended to vv ith gieatest care 
and promptness Cven the) may be allowed 
to be a bit dictatorial in the adjustment 

The first essential in handling complaint 
letters is promjitness in repl) This shows the 
complainant that the other part) means well 
and he rests assured that his grievances will 
meet due attention from him If the enquir) 
will take some tunc acknowledge the letter and 
promise {iro/ier investigations I-or enquiry 
look up careful!) the orders and read the letter 
of complaint Trace out who is responsible 
sec whether it is you or the customer or the 
transport agent i> at fault before >ou attemot 
to explain the cause of the complaint 

If enquiries reveal a mistake on >our part 
do not tr) to shake it off your shoulders The 
better course is of course to apologise for the 
mistake and write at once to the other party 
expressing vour extreme regret for an) cause 
of complaint, and proposing the adjustment 
now possible In )Our letter gue exjjression 
to a tone (hat )OU are ever read) to redres<f 
the grievance and the care )0U always cxer 
CISC in despatchingyour goods 
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In acknoT^Iedging the complaint letters, a 
form like the lollowmg ma\ be emp!o\ed to 
co\ er all classes of complaints lodged — 

Illustrafton No 107 

“Your Utter of has reacted us. 

We thank j'ou for fatltng ptompt attention to 
the dificuln We are frjkrr.g an nnmediate 
mvest^non. You may expect to hear from u» 
within a few days. 

Yotifs verj mJv,’* 

The follownng is a letter of regret for 
deli\ er> of damag^ goods . 

Ulutnatton So lOS 

“ I regret ^-et) mudi to read the contents of 
^Tur Utter of the instant regarding 

the dehver> of damaged goods. 

I am extremely sorry that j-ou hast fceen 
mcom-enicnced by such dclntry 1 wonder how it 
could escape cur diedcers artennon, as it is hs 
duty to in s pect all die goods before they are 
finally packed. 1 would cow enjom upon bun to 
exercise gre a ter care that the same mistake does 
not te-occur 

I wTxiId adc you to send bade the goods a' 
«ir expense when diesc will be pro m ptly replaced 
bv hesh stock. 

Agam r egrett in g fo- dm trouble tn tvhidi j-ou 
were put and hojsng tt> he favoured with your 
patronage ever oroeatds.” 
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If the complaint is due to delay m delivery 
of goods, and if enquiry shows that the trans 
port company is to blame, you may write 
thus — 


Illustrattan No 109 

‘ WjC regret that your order No 658|23 for 
360 tons of wheat has not reached yoj yet Th* 
merchandise was booked w th Steamer 
G) on the date on which we d*spatched the mvoice 
to you We are sending enqutnes (o the transport 
company and if the goods a-e not located within 
a few days we will duplicate ihe order, asking you 
to return the onginal shipment, when it amves 

We are extremely sorry that >eu have been 
inconvenienced and will do our best to hurry the 
goods on ” 

If from your enquiries a appears that 
neither you nor the transport agent is at fault 
but It was due to some mistake on the pan m 
the complainant in writing out the order or 
in quoting figures then also he should be 
written to with due courtesy It should 
however be pointed out that you fo’llowed his 
instructions to the letter and finally propose 
some way of adjitslment so that neither party 
suffers The undermentioned letter will illus- 
trate our point • 

lUusIraiion No IJO 

“ In your order of the £th instant you asked us 
to send 90 gross but you wnlc in your to-day’s letter 
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that )TOU ordered for only 60 gross. It may be 
cLie to a mistate of ty-ping the order letter and 
thou^ Vfe ate not m any %«ay responsible, I am 
sorry, that jou hai’e been inconvenienced ov>mg to 
Tfn< 

You may, however, return the extra goodo, 
frci^t and idiargcs prepaid when we will credit the 
value of goods returned to your account. 

We believe thu arrangrmenc will satisfy you ’’ 
It Is never advnsable to leave jour custo- 
mer in a stale of anger. The moment jou do 
so, he ceases to be a customer. Make jour 
replj* so clear, tactful, sane and just that his 
goodw-ill is assured Here are two excellent 
adjustment letters. 

lUuftration No 111 

Sir: 

Thank you fo' infonning ls promptly of the 
diSioiIty with the talking machine supphed to you 
last Saturday. 

The msmiment wras inspected carefully before 
leaving the shop, and its mechanism was in perfect 
condition. 

Therefore we feel certam the difficulty is net 
senous, and suggest that you defer returning the 
machine until our rep'cscntative'has examined it. 

Our M'. Gupta will call on ThiuLday for dut 
purpose- Some slight adjustment is probably all 
that IS required.* 

However, should jxivthmg senous be the 
matter,' or after cur representame’s vmt should yotr 
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Still desire to change the instniment, ve vnll gladlv 
send you another of the same model. 

Feel assured that we want you to be satisfied 
with your purdiase in every particular 

lUuttralion Vo 112 
Dear S r • 

Vour complaint of Ma'ch 25, concemng order 
No 269 G, for 500 rubber bags has been carefully 
investigated 

We quote )ou from yoi.f order of March 18 
“ Please send 500 Yellow rubber bags, No 64D, 
at Re I each”. 

Your Utter to-day states that you ordered 
No 510X, White Bags with Yel’ew Rims at 
As. 12 each 

As this was not an entry ctrot on our part 
as you thought, we know you will readily see why 
•we canrot make the change at our own expense as 
you requested 

You may, however, return the bags, freight 
prepaid, when we will onmcdiately despatch the 
500 No 510X and credit the balance to your 
account 

Thus study tnp these letters of adjustments 
■\\e find they cpver the followmg^ points tvhirb 
v,e must not miss in draflmK adtustment 
letters . — 

(1) Afjology for the tncons'enience 

(2) Records of the case 

(3) Investigation and Us result 
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^4) Assurance of adjustment 

( 3 ) bj-mpathj in the trouble 

The folloi\ ing mi'^takes are to be carefully 
aioided — 

( 1 ) A. hast\ denial before the fact-' 
of the case are clearlj understood 

(2) Shirking the blame that should be 
acknovrledged 

(3) Accepting the words of a dishonest 
claimant 

(4) Failure to pacifj the customer or 
make clear >our intention 

Remember abo\e all, that as complaints 
arise from hundreds of different causes, no 
stereotyped forms can be used m all ^ch 
inditidual letter must be dealt with specialK 
and must receive individual attention Classi 
fied paragraphs thoughtfully worded may, 
however be slipped into adiustment letters 
with good profit 



CHAPTER V 


BUILDING GOODWILL THROUGH 
ROUTINE LETTERS 

EPriClENCY OP ROUTINE LETTERS 

^HE three groups of routine letters have 
been described in detail in the preceding 
three chapters The very word “routine” 
does not induce any inspiration in the reader's 
mind Although we have shown how these 
letters can be written better than what is 
usually the vogue m offices, manj of our 

executives managers and business letter 

writers — are apt to overlook the immense 
possibilities of these letters towards building 
goodwill of the firm We arc generally in the 
habit of dashing off these letters hastilj using 
old decrepit words uninspiring, hacknejed 
phrases, stale matter of fact ideas that jjop 
into our minds, although wc devote hours in 
composing sales letters This chapter is 
intended to draw particular attention of all 
writers of letters in business firms how new 
business can be attracted by these letters 

SALES-PROMOTING IDEAS IN ROUTINE LETTERS 

The idea is that an ordinary routine 
letter is an answer to a letter asking 
for specific information As such it is usually 
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thought that the recipient of the letter is more 
interested in the information than gathering 
amThing about the tirm sending out the letter 
It does not occur to the \\ nter that e\ en v. ith 
the desired intormation a sale promoting idea 
can be imparted 

\\ e gi\ e ‘:ome instances A hrm recei\ 
ed a letter of enquirv asking for quotations for 
certain products which it is not equipped to 
make The ucual repK would hate been 
a bnet hacknet ed letter informing the enquirer 
that he could not be accommodated wuth The 
firm howeter \T<ualtsed a possible for 
tune and fa«h;on the rcplt as below — 

Uluitratior US 

Thank you for ycut Uttet of 

Mjch to our regret t will cot be possible to 

quote j-ou a pnce for like yow sample wbicn 

we are cot equipped to make. 

Do not please lafer hom this that wt do no 
make speaal .radcs. We do them but in thi> 
pamodar the scull order will not allov tis to 
absorb the cost of tc-buJ<Lng a madnrc for making 
the article of j-our purpose 

It IS pnbable that j^ou will need other speas! 
articles from tune to time. If so, we bop-* jxu svill 
remember us undoubtedl)' — we can get together on* 
of these da^e to our mutual satisfaction. 

The result b\ the way, was worthwhile 
, For. cubseqiientlr quotation for another 
'pecialiU w*a« a'lked and an order placed 
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Here is another instance The sales 
manager of a firm issued a booklet and a 
gentleman not in the line hearing of this from 
a friend wrote . 

Illuslrdtion No IM 

‘ I am wondenng if it would be convenient for 
you to send me a copy of your booklet ’ 
A fnend of mine tells me it contains a wealth of 
helpful information And although not in the line 
I will appreciate it a lot if you will send me a copy 

rAVOURABLE IMPBESSIOV 

The sales manager mtght have sent a 
usual type of routine letter, considering 
nothing could be gained from one not in the 
line But he seized this opportunity to make a 
favourable impression upon the gentleman 
who mtght be a prospect for some of the pro- 
ducts of the firm and he wrote — 

Illustraiion No Ilf 

“ Would It be convenient for me to send you a 
copy of ’ Not only « it convenient, but u j 
a real pleasure I suicetely hope that you will find 
It as helpful as your fnend says it is i 

Don’t hesitate to call upon me if you believe I 
can be of any other service to you at any time " 

SPIRIT or REAL SERVICE 
There is a spirit of real service breathing 
through the letter. How different is it from 
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a plain routine letter which take'- pleasure in. 
^ending vou herewith 

Another instance is given here when a 
«tore keeper tinding certain commoditv oi 
which an or let had already been forwarded 
and in which a imure date oi delnerj was 
'peahed was dangeronslv low, promptly 
wired the manuiacturer to accommodate at 
once. Here is the fnendlv replv he received — 

lUuitration Na 116 

Ycur apprecated tt!eg*:an amvcd half an hour 
age The ooresc it landra on my desk I bastesed 
CO (he neck room and sayed nphe there ostil a 
eonsignsesc 

You ought to receive it tms week end at the 
very latesc Qad indeed to have this opporcumr/ 
(0 cfl-cpcrate with ycM. 

COTFIDESCE WCTTOJC IXTTtS. 

Here is a complaint letter irom a cuato 
raer to whom a firm had booked «ome goods 
by “Parcel ’ whereas the irder epeafied de« 
patch hv Good- ” It was a mistake and could 
be adjusted bv an ordinary rontine letter ofter- 
i6g a credit note of the difference of freight. 
But the letter received read* thus — 

lUustrafan 117 

It was ceroady a ted mistake cn cur part m. 
hocking the goods cn ycur order Nc 190 hy 
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‘ Pa'cel’ when your c«tler plainly jpenfied by 
“ Goods ’ 

How this rw ute occurred is a mystery You 
may depend upon us to do our best not to make a 
similar mistake henceforth. 

It IS out hope that ti c attached credit memo 
reprcsennng the diffenrtce betwren the charges will 
satisfy you Even (hough we bungle occasionally 
wc try hard to make th- kind of amends that please 
our customers 

Every businessman «ho is not confined to 
his shop \\indow altogether is aware of the 
fact what a large percentage of business is 
transacted by mail This is done mostly by 
routine letters which thus ofifer unlimited 
possibilities for budding up goodwill and in 
many cases for creating e\tra sales It pay s 
to take as much pains even with routine letters 
as with any other kind 
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5IAIL ORDER BUSINESS 

WEA.T IT IS. 

T^HA-T IS Mail Order Business ’ — Manj of 
’ * the readers will be cunous to know t.^is 
no\eI method of selling, mam others wnll be 
attracted to it bj the widelj told 'tdty 
of Its profit-eammg po«sibiIities Es entia% 
It IS the business «ecured through po=t and 
executed by post wnthout mterv ention of psJ’ 
‘‘onal salesman hiQ or soliatation. 

SELECnOV O" ARTICLES TO SELL. 

The success ot the Mail Order Business 
depends upon the «eIection of smtable articles 
of sale and the proper exera^e of a higher 
order ot saleanian'hip through \vntten or 
printed sheets The pnnaple i2> that the uJih 
vidual customer must be com^nced that the 
mail order man can serve him better than the 
'hops that compete with him m ever) street 
Disadvantages to the mail order man m 
the adoption of «elling bj post as against the 
more com entional line are manj and \ aned 
Persuaaion to purchase is much easier 
, when the 'eller is face to face with the custo- 
mer The appeal m cold tvpe cannot carrv the 
glance of the e>*e of the inflection of the v oice. 
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nor does it enable the seller to displaj the 
actual merchandise to tenijit the customers — 
except through the cold lines of illustrations 
He must have m supreme degree the ability to 
inspire confidence in himself and his wares 
and not only this but has to maintain it 
and to act up to the printed profession he 
must actually place the satisfaction of his 
customers before the consideration of profit 
arising from any individual transaction 

ADVANTAGES OP MAIL ORDER BUSINESS 

The advantages m this class of business 
are also big, if the man is clever enough to 
grasp them, white if the success is difficult it 
mai be much greater Selling by mail mav 
be much bigger than that of the ordinary retail 
merchant who can onl) sell to those whom he 
can persuade within the portals of his estab 
hshinent, to the mail order cver> one 
whom he can reach bj jiost is a prospective 
customer His turnover is bounded not 1)> 
the buying capacity of Ins town or city but 
It can be extended to wider and wider field 
where his own selling ability can carry him 
Monetar> profit is the object of all commerce 
but the pride of achievement counts something 
and to quote an American mail order man “I 
know of no greater and more legitimate «ource 
of such pride than the establishment of a large 
and successful mail order business ” 
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MAIL ORDER SALESSIANSHIP 

WHAT IS SALESl£ANSaiP 
is sale«manship «' — a broad question 
which requires man) points to be consi 
dered lor a general repl\ Salesmanship is a 
personal face to face action which is intended 
to bring about sale of the merchandise or ser 
\ice But more broadl> speaking, it is the art 
of selling something to somebod> Considered 
wholI> from a conimeraal point of \new, 
salesmanship consists m per«onal soiiotation, 
the salesman and the customer meeting face 
to face. 

The object of ’salesmanship is fir«tK the 
custom and «:econdlj the soliatation It is the 
best posted salesman who draws out the mten 
tion of buying in the bujer gi\es him the be«t 
information about the article of sale and sub=e 
quentl> effects the sale 

EQCIPJCEVTS FOR A SUJlSlCA^f 

To do this, the first-class salesman must 
have the following equipments — 

Flrstl}, he must know his good'- 
^ Secondlj, he must acquire the abilitj to 
describe or talk the goods to the customer's 
entire satisfaction 



118 MAIL ORDER LETTERS AND METHODS 

Thirdlj he must ha\e a ireneral know 
ledge of business prmaples 

Fourthly he must have a working fami 
liaritv uith business methods and action of 
his competitors 

Fifthly he must cultivate geniality m his 
talk so as to induce ainosity in the bu>er 
Sixthly, he must diagnose the customer 
Seventhly he must be both pleasing and 
accommodating to the customer 

But above all and specially for a mail nr 
tier salesman, he must get more than an ordi 
narj hearing for what he talks or sends 
through the mads 

ruNcnoKs or a kail ordsr salesman 
From this generahsaf/on ue come to the 
mad order salesman whose function it is to talk 
life through cold letters and inert literature 
The problem for him is to make the literature 
say "See me— hear my message— before you 
make up >our mind” 

Remember you must enlist the first 
attention to you — get the right kind of 
attention and to do this what you saj must be 
stricth in keeping with the business You 
appeal to the man’s curiosity induce him to 
look into >our idea and make him want to see 
what kind of person could think of such an 
idea You must establish a certain Tmount of 
confidence by jour first appearance "See me” 
— “buy me” — "read me” — ^"choose me” — that 
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IS the idea at the back of e\ervthing that clam 
ours to be read. 

The problem is what shall i on put on the 
outside of }oiir selling message Hov. shall 
\ ou clothe ) our complete sellmg storj m a aj 
which ivill get the attention among lo*^s of 
other applicants for attention waiting their 
turn at a man s desk m his office or tr^'tng 
to at\ aken new desire^ in all the members of a 
famih arcle ^ 

EIN*TS rOR UAIL OROSR SALESIfAXSEir 

The first step is to realize that it will pai 
%ou to consider what cloak >ou will dioose for 
jour salesmanship 

Sometimes jou want an idea which ■nHl 
\ns\aTv\\> \o the man "who lecewes 
me sage ‘ Look at me ” 

Sometimes the man alreadi wants to get 
jour message and )ou stmplj want to be sure 
that It reaches him at his end of the line So 
j-our message should saj , ‘‘Here I am ” 

Sometimes jou ha\e the mans mterest 
and hi open minded attention and jou want 
to sa\ first of all “Belieie in me '* 

Sometimes you do not expect an imme 
diate decision — or }ou hope that the man wall 
keep ^ ou in mind for future busmess and ' ou 
want \oiir first message to be, "I am \-aluable 
— sa\e me” 

-knd sometimes you do not want to attract 
attention until lou actualli begin to talk — ^jpu 
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want to slip under the guard of a man who has 
no interest m your proposition until you win 
his interest — and fed that he has no time for 
your story until you prove to him that he has 

Most often, what you want I's a combina- 
tion of these various dements and ingredients 
and >our problem is to know the possibilities 
and mix jour appeals in the proportion which 
gets the most results 

In the mail order salesmanship besides the 
ideas, the garb in tvhich they are sent should 
breathe the dignity of the sender and prove 
attractive to the receiver Ideas, if they are 
good enough, can of course be expressed in 
words alone and command attention to the 
most cheaply (ireparecl literature 

But It IS dangerous to reason, because 
some one wUh a remarkable idea has 
presented it cheaply and won, that nothing 
needs be hne 

As a general idea it is better to depend 
upon more than one means of getting atten 
tion If you have a good idea, people may 
recognise its merits m any garo But if you 
dress up that idea in the best way possible you 
are simply making sure that everyone will 
recognise its worth 
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SUlTABLil BUSINESS. 

SELECTION or BUSINESS LINE. 

A LL dobses o£ business are not ttjualK 
suitable lor prosctution upon the mail 
order sj stem In the inati order business 
e\identlj it is nece'^sarj to deh^tr the goods 
b> post or rail As such the gooils should be 
of a nature uhere deli\er> charges are 
small, proiiortiomte to the \-alue of articles 
SecondK. chances ot competition \Mth article^ 
available m the local shops <hould be avoided 
as far as jiossible 

Excessive cheapness is not possible in 
mail order selling and the daim to excessive 
cheapness is detrimental To the customer at 
a distance, when goods cannot be examined 
before ordering, cheapness carries the suggc^ 
tion of vvorihlessne^s The salesman who 
cannot do business on daims to high quality, 
will not send his turnover up b\ shouting 
cheapness 

ARTICLES SUlTABia: TOR KAIL ORDER BUSINESS 

Nov elt) articles have special attraction for 
business on the mail order sjstem In this 
3 on can draw out the aistomer’s needs where 
no such need was apparent before and supply 
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hrm without the smallest chance of competi 
tion 

Chcmicil perfumery and medical prepa 
rations have the same chance before a rural 
population where requirements are not avail 
able locally 

Children s requirements present a big 
field for exploitation by the mail order man 
and if >ou can induce children to be attracted 
by the illustrations in your well presented cala 
logue you may lie sure of contimied orders 

The rural people can share m the mail 
order business by presenting local manii 
factures to the towns people, and retailers 
This will help them to build an earning btisi 
ness and enalile them to extend a big helping 
hand for the development of local art crafts 
and industries 

Articles of every day nccessit> such as 
watches etc can be sold m big quantities 
by the mail order system to jield considerable 
profit to the seller 

You can handle general merchandise m 
this s>stem by- mail Clothing and tailored 
goods may be consiaercd the mainstay In 
the clothing trade comparison ' is difficult 
because patterns and cloths differ widely so 
that good profits are possible 

Tootwear and leather goods present 
another line where a well presented and 
illustrated catalogue will not fail to net in 
profitable orders 



Je\\eller\ articles present another line 
Scarf pins collar buttons lockets and medah 
chains rings, bracelets, etc , etc command 
extensiNC <5ale at rea'^onable profiL 

NATUItC OF ABTICIXS FOR SALS BT UAIL. 

It IS unnecessary to multiplj the abo\ e list 
Onl} keep an eje on selecting jour list m such 
articles as would in\oUe — 

(1) the least possibilitj of competition, 

(2) capabilitj of earning biggest proht 
in spue of the transit charges 

(3) the least delnerj charge, 

(4) a\ailabilit\ in good stock 

The last feature gites an added adiaii 
tage to the mail order business inasmuch as 
the «ellers will not require to keep a big stock 
but can effect purchase when orders are re 
ceued Thus he will be able to manage w ith 
modest capital 
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PDBUCITY. 

OBJECT or PtmtlClTY 

'T'HL iutcess of the mail order business 
depends principally upon publicity which 
IS, ordinarily speaking, the art of acquainting 
the people with the name nature and types of 
the saleable commodity The object of publi 
rity IS to create want — new want where there 
was none, and the intensification of the feeling 
of want — where some is already peeping in 
for successful publicity docs not stop with 
publishing the claims that are made for a 
product The advertising must not only tell 
the possible consumer all about the product 
but must create in his mind a desire to possess 
it 


CGNERAL POBUCITT 

Publicity IS an all embracing name in 
modern advertising which covers the entire 
range of methods and devices that may be 
used to catch and hold public attention 
Publicity for the purpose of the mail order 
business may be divide into two branches — ■ 
(1) General Publicity, and (2) Direct Pubh 
city The former is that form nf advertising 
which seeks through various channels and 



medmnis to disseminate information- regard 
mg a saleable product so that a demand on the 
part of the consumers for the same ma\ l>e 
created this demand being supplied b\ the 
selling agencies whether the> be wholesalers 
jobbers retailers or salaried agents of the 
concern which is prospecting the product 

DIRECT PUBLICITT 

Direct Publicitj is that form of pubhcit\ 
which «eeks through adxertising to sdl direct 
to the consumer without reference to an\ 
middleman Its purpose is to get orders for 
the product' advertised direct from the con-u 
mer without u«ing anj <elling agencv of anv 
kind or description 

Publicitv in the mail order busincs« is 
concerned more with this form of direct pub 
licitv which ma) be of lv\o kinds — press 
advertising and posted letter' circulars etc 
The object of press adverti'ing is to stimulate 
enquiries and it then re'ts w ith the salesman 
ship of the mail order man to turn enquiries 
into bargains The circular bj post advertis 
ing 1' intended to bring order a' an immediate 
response 

Most m-nl order hou'es cultivate both 
vanetie' 



CHAPTER V 


ADVERTISING IN THE PRESS 
HOW TO ADVERTISE 

have alread> pointed out that the 
* ’ jiurpose of press advertising m the mail 
order business is to inspire enquiries Che 
enquiries may be taken generally as the most 
potential buyers in this system of business 
\s such the writing of mail order advertise 
nients is an art in itself 

The mail order advertisement must bo 
written to get business and as such cver> care 
must be taken that none of its points misses or 
fails to convince the readers It must be a 
puller as the Americans express it It is 
a puller in a small space and if pro 
perly phrased and constructed gets as many 
inquiries as can be elicited through large space 
m uhich respect it differs radically from the 
so called general publicity advertising 

Every line counts in a mail order ad\er 
tisement hence the sentences must be clear and 
terse Certain redundancies and waste of 
space ma) be permitted in general publicity 
but in mail order advertising every word must 
be pregnant with vital interest as the object 
IS to create in the reader’s mind a new want 
or to move him with the idea that an old want 
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ma> be quickl> and cheaplj gratified The 
sentences must ha\e induiduaht> ol stile and 
must be different enough from the general run 
of adiertisements to command immediate 
attention and interest 

STIKUnATE CUIUOSITT 

As the object is to stimulate curiosit) of 
the reader, it is a good plan in most mail order 
advertising to leave out the price of the 
^commodity and to include a picture of the coni- 
modit) that is offered for sale m the advertise 
ment The headline or caption of the adver- 
tisement tells IV hat the content is and much w ill 
depend upon, the wording of this headline 
or introductoF) sentence Its abihtj to 
attract the attention of the readfers should be 
Us essential qualification 

We give below a few instances of most 
fv-pical mail order advertising — 

lUusiTaltons 118124 

PISHING TACXU: 

De.vl Direct with the Manufacturers 
Security m bojmg tackle comes from the 
honour of the house that builds it. We sers'c a 
muIatLcle of argle-s wt*, mnsT upon “valu’ 
received” for the money di^ spend and v,c have 
no ccmebacks. Our name on a rod or reel 
sjnibohzes the highest ach-evement of this highly 
developni art. Since 1S67 ve have made and sold 
Tackle. This is surely a leccmmecdatica m itself 
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ECEPINC THOSE DROPS OP WATER 
which your line bongs m uhilc reeling — Off 
Your Clothes Big S line tonic mates over 90 
per cent of this water leave the line at a Rod Up 
One application keeps your Ime waterproofed and 
toughened. Preserves tt from rot and it lasts longer 
Stnctly guaranteed Price 

AGENTS too PER CENT PROFIT 

Big Money and Fast Sales 

Every owner buys Gold Initials for his auto 
You dia^e Rs and mate Rs Ten 

orders daily easy Wnte for part culars and free 
samples 

109 LNVELOPCS 200 SHEETS 

PiNC \\ HITE Bond Individually Printed 
Postpaid Direct to You 

Be neat and per.^al n your co'T'spendecics. 
Have your note beads and envelopes printed on a 
good grade of bond wnttng paper with envelopes 
to match Fine clear blue mk and modem clear 
types are used. 

Add a Personal Touch to Your 
CORRESPON den CE 

Your name on Yolr stationery 

Impress those widi whom you correspond 
by having you name printed on your note paper 
^nd for us to<lay I Your money refunded . 
•promptly and cheerfully if ycu are not satisfied 
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ISO SIffOOTHCR SHAVZa. 

Fso\r 0'«*E Blade. 

Yes ajid more That^s ebe record of tnanv 
men wtio dave tbenaetTO. OU bUdes made 
diarper rfian ne> — m 10 seconds. For all 
Safety Razors, Q-nA, relven shaves foe Lfe witn 
venderful, new 


deatness- 

Perfect hearing ts n>ow being resco'-td m escev 
comfinon of deafness oc cfcfccnve hearmg from 
causes such as 

Catarrhal Dsafiness, Relued or 
Sunfcea Drops, Roanng or Hiss* 
tng Sounds, Perforated, Wholly 
Of Pafftallv Destroved Drums. 
Duefutge from ^ars, etc. 

Require no redictne hit effcctivelv replac: 
wfar IS iadosg or dfeenve in the laruraJ dsums. 
They are snrple devices, which the wearer easJv 
fits mto the ears where dev are invisible. Soft, 
safe and comfottdile to wear at aE oaxs. 

Write today for cur 16S fne took on D*af 
rejs, giving jou full particulars and plenty ot 
testimonials 


MEV WA.fTEO. 

PtEASorc WoBX— BtG Pay 
We have several op e nin gs, foe hastlmg sales- 
men. to wodr, all jQT spare Dme,. as stecal repoisert- 
tatnes of 
aiER. 3 
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PtRMANENT, PBOOTABLE INCOME. 

This IS Your opportunity to establish a perma 
nenf» profitable tnoatne hy using all of your time 
selling subscnptjons for Sportsman’s Digest th- 
popular outdoor magazine 

Write to-day for full particulars 
KETINC ADVERTISEMENT 

\\ hik the objefcl of mail order idvertising 
IS to secure as manj enquiries as possible it is 
necessary to knov\ what medium produces the 
largest response To do this the custom in 
vogue IS to ‘ Key ’ the advertisements m such 
a way as to tell what media bring the most 
enquiries m order to measure the actual returns 
from investment It will be noted in many 
announcements that the reader is asked to send 
for “Booklet A” or to address “Dept B “ 
The Utters are changed for each medium used 
or for each advertisement m a given medium, 
and it IS thus ixjssible to know definitely how 
each IS “pulling There are many ways of 
keying and perhaps the best of those is to make 
an arran'gcinent with the local Post Office to 
have all letters addressed to the firm delivered 
to It however wrong the numbering of the 
street may be Then it is possible to insert i 
different address m each advertisement — 

(1) Bridge Road, Shambazar, Calcutta 
(2) 22, Shambazar Bridge Road; (3) 22 A* 
Bridge Road Shambazar, (4) 4 Oty Man 
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sion; (5) 6, City Mansion, etc. Continuing 
these ith different booUet or department 
letters or asking for enquunes to be addressed 
to the Manager, the Secretary, the Chief 
Qerk. etc., m different cases an almost infinite 
\-anet} of permutations are possible, and anj 
number of ad\ ertisements may be tested sepa- 
rateh for their pulling power. 
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DIRECT AD\'ERXISESIENT B1 POST 
TELLINC UrrrCRS 

A S ‘ pulling ’ advertisements are the fc>un 
ilation of the mail order Imsincss, 
“teUmg” letters arc its soul The purtJOS<i 
the mad order business is to sell without the 
bujers haiing opportunity to examine the 
article before pajment is made This is pfjtt- 
ticall> running against human nature Vou 
can do that onlj b> bringing into operat*on 
a mood of human nature that is ready to 
respond to repetition 

Vn IS \V»^ 

dation on which all direct advertising is ba^cd 
If one advertising elTort is gootl its effective 
ness w ill lie multiplied when the idea is pounded 
home again and again in different fpr^ts 
and varied garbs Direct advertising pa}S 
most handsonieI> the man who follows a vvcil 
laid out plan and never lets his prospect forget 
the product, the name or the service he waOt^ 
lo sell 


CONTIKVOUS CAMPAICX 

Continuous advertising is what is needed 
If >ou plan a campaign, jou plan and print Bve 
or ten direct pieces at one time — that is savin? 
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co«t m the pnnting besides other ad^.'a^tages 
\on know posaibU irom vour own expenence 
that }0u seldom respond to a lone direct mail 
approach ot the hrst soliatation oi a salesman, 
but each successive message mo\es towards the 
time when jou do respond, and each message 
carnes more wei^t because ol the back 
ground 

•\ certain number m vour mailing list 
re<;ponds each time Tho e other mailing 
approaches which do not get response are not 
waited because thev are building goodwill and 
a fnendU feeling towards joii Repetition — 
cumulative effect— constant reminder — these 
are the reasons whv continuetl cultivation of 
j-our market bj direct advertising pa>s most 
profitably 

Thus we come to this that when we 
'scheme a direct advertising b\ post w e should 
plan the material for campaigns rather than 
single pieces, so that m planning one thought 
should suggest another While vour mind is 
concentratevl on t propo^^ition vou can think 
of more sides to it — niort interesting angles — 
than when }ou take up a subject ‘cold and 
work out onlv one complete mailing campaign 

Moreover, while vou are working on a 
campaign basic, rather than on a smgle time 
basis, JOU feel more free to spread jour ideas 
over ceveral pieces — and feel less need for 
crowding evervthing mto one WTiat jou 



124 MAIL ORDFU LEITtHS AND METHODS 

desire is then more apt to be simple, direct, 
interesting, and more eastl> grasped in other 
words, more productive of business 

PRACTICAL PLANNING 

When we have decided upon the course 
we follow, we come to practical planning Let 
us suppose that jou have jotted down some of 
the main points which >ou intend to cover 
How may the ideas, which jou have before 
you, be dressed up in words which will catch 
the e>e of the man to whom you send them ^ 

The trick of injecting interest may be 
divided into general classifications There 
cannot be an> hard and fast rule, but the few 
points noted below ina> be of service in plan 
ning your direct mailing campaign 

(1) Dramatic interest Try to take your 
reader into confidence, promise him revelation 
of something which goes behind the scene, the 
atmosphere at once arouses curiosity 

(2) Nexvs heading should be put to 
appeal to the reader’s instinct for news 
Something which is to happen in future is 
interesting “ Watch for it— one more week ” 
IS one in point But news interest need not 
always draw upon the future Such ingenious 
title “ Something new under the sun " may be 
cited as an illustration 

(3) Intriguing allitcraiwn buch head 
ing as “ Pick Push and Pull for Business ” is 
a demonstration m i>oint Brnflv stated the 
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heading urges rts readers* to “ pick a good 
sales-Ieader “ Puah it hard ” and ” Pull 
the sales.” The following is an actual letter 
tn pomt — 

lUusnatum No. 123. 

' Puk. dx tuamos — that's the rule when the 
martet is not moving with the rapidity of erne.’ 

^ We have a proposal to make to you that will 
pull your husmess: that a to put you m touch with 
the gfg of Banetjec’s Correspondence. We 

have entjuines from jTJur safe regarding whereabouts 
of the local dcposicocy of the Book now become 
fasmtu by extecsA'c advertise m e n t. We enclose a 
arcular to grre you an idea of the book we wish 
you CD pish, and if after the pdt, pull and push, 
your aisto m er becomes cot tesponstve, we will get 
the books back.* 

(4) Frank Pronusa or Prediction o/ 
Business. A safe rule to follow in deciding 
which type of heading to use and what to put 
in the body of your message is to look at your 
proposition from the view pomt ot the person 
you want to sell to. 

(5) Make your message strike home.' 
What will interest your prospect ? What 
points about your product or your service wall 
make him dedde to sdect your proposition in 
preference to a competitor's r 

A mechanic might be highly interested m 
the way y our product is made. A householder 
would care next to nothing about it« mecha- 
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msm I)ut would bt fjreatl> interested m ho\\ 
much work it could sa\e the faniil), how 
beautiful U would make the home or how 4 
would intreise personal effieiencj 

WHITE DirrERENTLY TO DIPFEREYT INTEREST 

1 r< 111 this jou set that jour message 
would t ike dilfertnt turns todilTerent interests 
What goes to the dealer would probablj talk 
of sales protits and turn o\tr with suflieient 
details of jour products qualita to convince 
him that it would ittract customers to him 
But what vmi prepare for the dealer to 
send or hand over to his customers descriptive 
of vour product should be written from the 
view point of the user 

It IS in interesting thing this reading of 
other peoples minds ind plajing upon other 
people s emotions — almost as interesting as 
''Ceing ideas turned into monej bj the simple 
proeess of reiietition and continued efTori and 
the tombmation of printer', mk jiaptr and 
jKistage 
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CATALOGUE. 

"VrOLR mo'it valuable piece ot selling litera 
ture IS the cattilor/ui' which ■should cam 
to \our cu'^tomer the imprc^J'-ion ot the high 
standard of jour firm Illustration-* should be 
speaallj prepared to illustrate the point-* j-pa 
wash to make in jour written ines-^ge 

HOW TO PUVN 

\our tir«t step is to decide what must go 
into jour catalogue List jour various 
models if jou have a varied line List the 
features of vTiur products, if vou manufacture 
or handle onlj one article. 

* Ask ) ourself, then, these questions How 
can I interest m\ prospect, in all this ? WTiat 
will be understood at a glance^ WTiat will I 
have to explain ' In what order will he grasp 
mv storj most quickU ? 

In the case of a single product, an auto- 
mobile manufacturer has produced au e.x 
tremelv sncce-'Sful catalogue bj making hi? 
Ixxik a continuous demonstration, taking up 
one point at a time, as a salesman would, if 
face to face with the prospect 

It is far better to group .a vanetv of 
products on the liasis of related U'cs rather 



>iAiL, onDtii LE:m.RS and methods 


than alphabeticall> Wheel barrows naturall) 
go w ith pick, a^es and shovels, for instance 
In writing any descnpti\e matter start 
with an account of what your produce will 
do, how It will help the user, then follow with 
mfonnation as to how well it is made 

PHESENTATIDV 

When your material is assembled, it is 
well to look at It and. ask yourself whether 
everything there is of mtereat to all your 
prospects or whether certain parts interest only 
a hniited group and would be useless in a 
general catalogue In other words, should you 
not get several catalogues of a few pages each 
co\enng a special subject or one'" omnibus " 
catalogue of all you sell ’ 

Or if you assemble every thing into one 
catalogue, should you plan also to break up this 
catalogue into pamphlets for distribution to 
special prospects and thus have both a general 
txiok and special reprints ’ 

ILDUSTIIATION 

It IS a safe rule to follow in issuing a 
catalogue to say nothing in words which can 
be said m pictures This means that the 
picture must be carefully made \ ou must 
set that the artist or photographer makes them 
correctly You know the product They 
probably do not See that the position of the 
article shows the features you would want to 
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point out to a pro'^pect m person Ii it does 
that, >our written mevsa^ can be \er\ brief 
and instantlj understood 

Sometimes the man who i^-'-ues a cata 
loguc feels that it would be wasteful to make 
new cuts when he alreadv has cuts m hand 
In other word';, he makes the catalogue fit the 
cuts rather than the cuts fit the catalogue 
But the cost of printing additional pages to 
accommodate all the cuts which \ou now ha\e 
maj be many times the cost of new cuts which 
will gi\e a belter catalogue at a «aMng oi 
space Think tw ice before jou insist on -using 
old cuts It is w ell to remember, also, that a 
book printed from new aits will be in harmony 
throughout and that e^er) picture will be 
cleaner, clearer and more cffectiv e 

STATEMENT OF POUCT 

tor the most pan what jou saj through- 
out >our catalogue should be pnmanlv a 
written demonstration of the picture But 
there are certain pages m which the written 
word is of priniOT) importance It is often 
necessarj to sa\ <iomething about %our poliC) 
— almost in\anabl\ some indication of size 
and length of experience is included 

Consider this m connection with what j-ou 
sa\ about j ourself Until jour prospect 
'knows what jou ha\c to offer him in the wa\ 
of tangible merchandise, he is likelj to care 
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not a cap ho^\ long the maker has bceP 'n 
business or hou big the factor) is 

But after he has been impressed ^vlth the 
wa)S in which the merchandise can help Jnni 
he ma) be \er) much interested in knowing 
that the manufacturer is successful and 
continue m business Therefore if )OU want 
to show )our factor) and speak of )oursclf do 
it after )Ou ha\t presented )Our inerchandi'e 
— and It wiU have more meaning 

GENERAL APPEARANCE 

And rtmeinber alua>5 that condii.^'on 
which a man forms himself stands highef ni 
his estimation than conclusions which sciine 
one forces on him If jour book >s 
handsomeh [iresented prepared in a business 
like wa) and carries the setting of a competent 
organisation m its general appearance jou 
m11 go a great deal further towards winnmg 
vour customers confidence than jou will b' a 
bird s c\e view of \our factory 

NECESSITT or CBIJUPING 
When )OU show a varied line of products 
it IS natural to put them into related group'- 
If these groups arc large enough to warrjmt 
It they inaj then be made into specific depart 
ments in jour catalogue In this case jon 
maj want departmental introductions or title 
pages It IS a pretty well established fact that » 
right hand pages get more attention than tht^st 
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at the left A Iitt!** rearrangement !«» there 
fore wonh while and a little adaptation— m 
order to make 50ur \anous departments begin 
alwajs on a right hand page 

Vccesvones ■should be shown cither as a 
liart of the section-' to which the> are related 
or as a department bi theniselic'. When 
shown b> themseKcs, it is well to r^ter to tfiem 
when djsaissing the equipment to which the\ 
belong 

E\cr>-thing that goc' mio ihe making of 
Nour catalogtie reflects the pcrsonalit> of >our 
business Your catalt^e once jinnted speaks 
cloquentl) of jour institution whether jou 
ha\e said a word about >ourself or not It is, 
therefore of the greatest importance that jou 
take plent\ of tune in preparing > our catalogue 
—and that >ou tr\, at eaerj stage, to ha\e a 
'liettvr catalogue than that of jour competitor 

DETAILS ABOUT SIZE WElCET, ETC 
Kemember alua>s to include in jour 
catalogue what \our readers want to know 
about sizes and weights, both net and packed 
for deluer> b% Rad or Steamer If >our 
catalogue is seasonal start planning far 
enough ahead to avoid last minute rushing 
You ma\ omit prices or maj add a separate 
price list in a permanent catalogue, but a sea 
sonal catalogue should, contain pnee list and 
. if an} bargain is schemed upon, the bargain 
prices niaj be prominently quoted 
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It ma> also be remembered that iht 
effectiveness of a catalogue is often increased 
by ^\hat goes with it Order blanks ad 
dressed em elopes, many accessories inv ite 
action and bring back orders 

Sometimes the ideas of others are helpful 
— sometimes they are too conventional to give 
>ou the truth If >ou ask the opinion of cus 
tomers salesmen or associates, weigh their 
suggestions impartially — then use jour judg 
ment 
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HAILDiG LIST 
HOW TO STAHT 

^HLRE are two main things >ou need know, 
when \ou start to prepare a. maihng-hst 
What kind of names do >ou want on >owr 

list' 

W here can a on find the names jou want ’ 
To answer the first question start witlx 
Nouf present list of customers It is a gold 
mine of mfomiation when it is properlj dassi 
fied "niere are man> wa>s of subdixiding 
this li«t into related groups, such as — 

1 Tj-pe of business 

2 Geographical location 

3 W ealth or finanaai rating 

4 \ olume of purchases from jou 

5 Frequence of orders 

A UTTU: SCtXXXAHLNATlON 
Are JOU now selling primanlj to groccrj 
stores hardware stores dolhing or furniture 
stores garages — retailers or wholesalers ? 

Is \our product now purchased onlj in 
cities, o\er or under a certain «ize — in limited 
areas, or nationalitj — in rich or poor com 
munities ’ 
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Do jour inoAt regular customers ha\c n 
high or low flnancnl rating— or no formal 
rating ^ 

What part of jour customtis now pur 
chase in large volume ? In small volume ? At 
what hunt dots U I>ecoii)t unprofitable for a 
saltsmtn to call ^ 

How often do jour customers now pur 
chase * How big is jour active list ^ How 
liig IS jour inactive list ’ What part of jour 
inactive list is new •' What percentage of 
your customers do you now lose every jear 
and why ’ 

Trom the minute you go into this question 
of milling lists, you begin to find out a great 
man) interesting facts aliout jour business, 
jour product, jour market, and jour sales 
methods The whole task of preparing a 
milling list IS one of the best stimulants for 
sales in<l selling ideas which jou can under 
tike 


START X CARS INDEX 

Whatever the classification joii decide to 
nnkc, jour first step should be to get jour 
present customers’ nanic> listed on convenient 
si/ed cards, one mine to a card, with space for 
the addition of other information 

This listing on Cards should be done even 
before jou begin to dassifj, and each name 
can thin be taken ’ h^> and put m the division 
where it belongs as you come to it 
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WTiat basis for dassification you finaHy 
adopt depends so much on your particular tj’P® 
of business that verj’ little definite help fan 
be given in a general discussion. It is verj- 
probable, however, that you will want to have 
sub-divisions of overlapping dassifications 
inside of 5’our main dassification — that is, you 
may want to indicate the geographical location 
of customers who are classified according to 
their type of business. 

Such divisions are easily made by use of 
dilTerent coloured cards in your final list, or 
by different coloured tabs sticking up abt^'S 
your cards. 

WTien you have your customers classified, 
you can teU at a glance what fields you sre 
covering and how completely you cover e^ch 
one, 

N'ow comes the first creative work — the 
first step into new territory — the first move 
for a market bigger than jnu have ever had. 

Your classifications are the skeleton, the 
outline, of this greater market which you are 
going out to get. Y'our next task is to make 
these classifications complete by filling them 
out with all the names of those who should buy 
your products. 

souRciis or nakcs. 

Much more can be said, and something 
» more will be said, about “what kind of names 
you want on your mailing list ” But before 

MER. 10. 
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coming to this question again^ it is u ell to get 
at least a partial answer to question number 
two, “ Where can you find the names j ou 
want ^ ” 

Your salesman s prospects should be 
the first new names added to your list Cach 
salesman should be asked to give >ou the in 
formation about his prospects which you ha\ e 
prepared regarding your actual customers At 
the same time, the help of your salesmen should 
be enlisted for the purpose of adding to your 
prospect list They should be made to feel 
that what you are doing is a direct help to 
them — making it easier for them to sell, saving 
them time in introducing themselves, their 
House, and their Line — increasing the orders 
which they can get from their present cus 
tomers When this proposition is presented m 
the right way, the sales force can be brought 
to spend a few extra minutes m each com-* 
munity, gathering new and valuable names 
from conversation, or from a httle searching 
in city directories and classified telephone 
books 

Directories of many kinds will give >ou 
useful information Besides the local direc 
tones referred to above, you are already 
familiar with such as Thacker’s There are 
also directories of manufacturers and directo 
nes of many trade groups 
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Tr.\de Associations ha\e been lormed 
in recent jears to a great extent, and their 
members are usuallj the most actu e m 
their line of business Sometimes lists ol 
membership ma} be obtained from the secre- 
taries ot the associations , sometimes the 
editors of trade papers can tell >ou where to 
get these lists 

Go\'ERXment records, such as income 
tax lists, cit) and state registration lists, and 
other tax lists, for instance, automobile and 
motor \ehide list, will gi\e >ou a wealth of 
names for certain purposes For example, the 
list of motor licensees would gi\e names ot 
jieople who are not onU owners of pleasure or 
commercial car«. but at the «ame time people 
who mu-t ha\e a fair degree ol financial stand- 
ing to be the owners of cars oi the belter class 

All of ibe foregoing sources are what 
might be called original sources, or bulk 
'ourccs You will ha\e to use jour own stan- 
dards of elimination to get from the<=e groups 
the names which jou want for jour mailing 
lists 

Lists u«cd bj others maj sometimes be 
obtained in exchange for jour lists when thej* 
are complete. You can often find another 
ad\ertiser whose interests are the same as 
j ours, and j et who is not competith e In this 
case, there will probably be considerable dupli- 
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cation which requires that you check the ck 
change list against your list 

Up to this point, the sources of names 
would have given you very little indication of 
the true individualit> of the firms — ver} little 
information about the policies and other fac 
tors which bear Mjion the question whether 
your prodijct would be suitable to the purposes 
of the prospect 

Sometimes such an indication is not 
necessary Usuall>, however, additional in 
formation helps you to judge before putting 
the name on >our list whether that name ought 
to be a “live” one or simply a prospect 

There arc manj places in which >ou can 
get “a name at a time” and learn something 
of the owner of that name 

The Ad\ertisi\c pages of newspapers 
national maga/mes and trade papers are a 
fertile source of such information 

If you want retail dealers, it may be 
worth while for you to get copies of the papers 
from the cities you wish to reach and have 
them checked over for the names of dealers 
who consistently or occasionally use news 
paper advertising space Sometimes jou can 
get such names by a letter written direct to 
the editors of tho<vC japers particularly if \oiir 
proposition is one which carries promise of 
increasing the dealer’s advertising activity 



If >ou \%ant manuiacturers >ou find 
the:r names tn the pages o£ magazines or m 
the trade papers ol their particular held 

Trade Jqlrn tLS al'^o offer another po 
bilitN m their editorial pages both in their 
mention of actitaties among their readers and 
in their personal columns telling ot the 
changes of inditnduals from one compam to 
another 

Replies to ad\erti«mg which are from 
people directl) interested in >our proposition 
‘•hould go on jour mailing list b> all means 
Names obtained in the<e wajs will come more 
slowh, but thej are practicallj hand picked 
before \ ou «tart to use them 

KEW KINDS or CXASSnaCATlONS. 

The next step, considering that j cur 
present classifications ha\e been filled out 
irom the sources mentioned is to disco\er neiv 
classifications which at pre ent jou are not 
reaching at all 

This step imolves a jomt consideration 
of jour product and of jour mailing h«t 
Suppo e jou find that jou ha\e been selling to 
automobile dealers It fairlj obuous that 
jour classifications should also Include some 
of the other related retail outlets 'uch as bat 
•^crj repair stations tjre shops and possiblj 
hardw are «tore« 
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TRTIKG NEW MARKETS 
Direct advertising is \aluab!e in opening 
markets which jour salesmen cannot profit 
ably cultivate 

For instance, suppose you find that jou 
are now unable to sell to dealers m cities of 
less than 3,000 because of the small size of the 
orders j ou get, poor railroad accommodations, 
or small number of dealers per town 

You may find that your present list of 
customers does not include any such dealers, if 
you are classifying on a financial or geogra 
phical basis And yet, the mail goes to those 
towns The dealers m those towns have more 
time to read, and receive less mail, than dealers 
m larger cities You can put such dealers on 
your lists — send them “printed salesmen” at a 
" travelling cost ” of six. pice — and increase 
your total sales matenallv by using the mail • 
exclusively in reaching such a group 

CONCENTRATWC TOUR LIST 

Upto this point, the mam discussion has 
been of ways of adding more names to your 
list Now, surprising though it may seem, the 
subject turns to the elimination of names 

If your names have been obtained from 
advertisements, or m reply to your advertise 
ments, j ou maj have a pretty good idea of the 
individuality of the party behind them and 
how its wants will fit with what jou have to'i 
sell 
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Otherwise jour list of names is p^ett^ 
general \ ou needed a full list to w ork upon 
before jou could eliminate — but if \ou now 
ha\e the full list it will pa\ jou to make each 
name justifj its right to remain where it is 
So ask N ourself two questions about each 
name 

1 Is this organisation a logical prospect 

for what >ou ha\e to 'ell ’ 

2 \\ hat man or department in this 

organisation should >outr> to sell ^ 
The most direct method of getting an 
answer is to take these questions straight to 
the prospects themselves 

Suppose vou make a frank appeal to the 
advertising manager or the man m charge oi 
the advertising of each concern Write him 
a letter along the following lines 

Illuftration No 126 

As an ad^TRuing man, art probably 
interested in seeing tbc advertising of others as *<11 
as ^ttur own company get results. 

Will jw help us’ 

We havT the name of >-our company on our 
tnaJing list. You can help us decide vdieiher it 
should be there or not. 

(If jtxir proposition is not unknown to die 
nun addressed it would be well to outline it bnedy 
Sere then fellow with some such closmg paragraphs 
as the follov^mg ) 
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Does youc company use such a commodn/ (o" 
service) as we have to sell ’ 

Would you surest that we keep your 
compan/s name on our list’ 

What man or department m your compan/ 
should we address’ 

Thank you for your assistance You will find 
a stamped and addressed envelope enclosed for your 
reply 

Let salesmen help by supplying: each 
one with the names which fall in his territory 
so that he can gather as much information as 
possible It will be much easier for the sales 
man if you supply him with a form which 
requires only check marks 

Htrtnc local men to cJncck yoor 
sometimes a good way to eliminate dcadwood 
In smaller towns particularly there are njen 
who practise law, act as correspondents for 
newspapers, nntc insurance, do abstracting 
and many related things for a living These 
men usually can be depended upon to kno\v a 
great deal about their community You 
get in communication with them, and get their 
rates per hundred or thousand names, for 
checking both the correctness of the addresses 
and probabilities of the companies to purchase 
your product 

A final drastic method of cleaning up 
those names upon whiph you have secured no 
check by other means is to send out a piece of 



maibng matter ofienng some «ort ot bait 
which will practicallj compel recogmtion it 
the> are interested hor bait }ouma}ha\e 
«omethmg in jour line which is ine\pensi\e, 
which jou can afford to gite awa> lor the sake 
ol getting the right name oi the man in an 
organisation lor luture mailings \ou may 
purchase some noveltj which >ou can offer 
\ou might isaue a booklet oi trade inlorma 
tion — not «o much about >our«ell or \our pro 
duct, as about tacts which will be ot undoubt 
ed intere«t to >our prospect. 

Follow mg all other methods ol checking 
>our list, <uch a plan as this should setwe to 
weed out the names whtdi are entire!) useless 
and increase the possibilities of profit per name 
on jour whole list 

The co-operation op depketmems 
within >our organisation is highi) essential 
^our sies department should report the in': 
tant a prospect becomes a cu«tomer Your 
accountmg department should report accounts 
which ha\e become inactive It is disappoint 
mg to a new customer to find that his order to 
)Our firm was not noticed and that he is still 
treated as a prospect — and it is often possible, 
w hen a customer has lapsed, for a w ell w ntten 
letter to bring him badw mto the fold 

Acclr.\c\ is highl) desirable in e\er) 
step of )our direct mailing Nothing nettles 
an ordinar) man mudi as ha\^^g his nan y 
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mis speJt b} those who write him 2n aclcfi 
tion to this mcorrecttiess in addressing usualh 
means a waste of jour printing as well as a 
lost opportunitj of making a sale 

KEEPING TOUR LIST UP TO DATE 

This condensation of yoiir completed list 
IS a process which should be continued in the 
form of revision so long as jou use a mailing 
list 

There is no surer method by which jou 
can check a mailing list than a combination of 
several methods which will serve to keep >oiir 
list at Its highest efficiency 

Every returned refused or unclaimed 
mailing piece should be carefully examined 
and the remarks made on the cover should be 
promptly attended to 

Changes of addresses are great obstacles 
m keepjng the list correct For this you need 
to keep constantly at your prospect to get them 
to notify you of changes of address A sim 
pie method of keeping track of changes of 
address and of checking up on the prospects 
interest is shown in the following letter to be 
sent on recenmg an unclaimed mailing 
piece — 

Illustration No 127 
Dear Sir, 

Will you please ^rce at the enclosed post 
card (or anything as the case may be) and verify 
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or oicrect your address as we have on our mailing 
list’ 

This will help )'ou get the latest things from 
us promptly and insure your name remaining on 
the list. 

\\ e knoT\ of a firm who sends out a reply 
postcard of the following to all persons 
in Its list to know whether dieir addresses are 
stiU correct There ma> however be modifica 
tions in the letter according to circumstances 

Illustration No 12S 

OUR COMING OFFER. 

Hant We <5ot Your Address Aright 

We are shortly going to TTiatf>» an anponant. 
and oarccularly interesting announcement to our 
Patrons and Subsenhets. 

The material tc be used in coanecuon with this 
announaement has been prepared at great e^iense, 
and before sending it out, we want to make quite 
sure that w% ha\e got your name and address 
correctly registered on our records. May we asJc 
you therefore to oblige us by hllmg m and return 
mg to us the reply paid postcard, so that partiailars 
of our forthcoming announc e m e nts may rcadi you 
safely’ We thank you in antiapanon of your 
sending bade the Address card by return of post. 
One of the reasons a mailing list is so 
vitally interesting to the man who uses it is 
that It IS ne\ er complete. It is alw-ay s opening 
new possibilities of busmess You are ahvaj s 
finding new names — ^new ways to make your 
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mailing list more effective — ideas which others 
have used — ideas which come to you out of 
experience 

Keep building your mailing list and you 
will keep building your business Keep elimi 
nating deadwood and you will keep increasing 
the profit your mailing list brings to you 

Someone has very appropriately said, 
" The accuracy of your mailing list is as im- 
portant as the accuracy of the books kept by 
your accounting department *’ 

More than this — the accuracy of >our 
mailing lists, both m quality and quantity, puts 
more and better accounts on your books, and 
means an increase in your total business which 
IS ample reward for all the care you put into 
preparing mailing lists 

This mail order business has been more 
fully described in the author’s ‘ Money 
Making by the Mail ” and you can refer to that 
if you are interested 
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from able writers — the professionals Reall) 
letter writing is fast growing to be professional 
and the businessman who wants to push on 
must tram himself as a professional letter 
writer or must engage the service of such a 
one 

The practical question the head of a firm 
IS to decide when judging a letter is whether 
It IS effective or not, whether it will bring busi 
mess or be an unproductive expense only 

EAST STYLE. 

The essential feature of an effective letter 
IS that it will be easy to read Besides being 
careful of correct spelling, correct addressing 
good t>ping, the writer must be careful that his 
sentences are short, paragraphs are short, 
simple common words are used, no winded 
phraseology is thrust in 

The style should be fnendlj and free, no 
formality, no dullness, nothing impersonal 

BE POSITIVE 

In writing the writer must always keep 
in view that he is writing to one person onlj , 
and not to a crowd as m the case of advertise 
ment writing, and on one subject on which the 
whole attention of the reader is to be fixed A 
definite purpose must be expressed on a definite 
subject in a definite way so that it must make 
-th% one person not only think but move in the 
way the letter directs 
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The business letter should aim at some 
thing pos:ti\e and not negative so that atten 
tion of the reader is not deflected, but positivelj 
fixed on one definite purpose There must be 
a neus interest in everj busmess letter Argu 
mentation should be avoided no attempt be 
made to appear dignified Eloquently v.orded 
or phrased sentences have no place in a busi 
ness letter 

Yet the writer must be careful to avoid 
levitj as well There should be no slang 
Never quarrel by letter Never wnte angry, 
harsh words ^pre^s no had temper, for a 
written letter remains a permanent evndence 
of an incident which vou would like to forget 
in cooler moments Onr advnee is never wnte 
a letter m a rulhed temper \ letter must be 
pleasant to read, the reader must be made to 
enjov reading a letter, and no irritated man can 
wnte a pleasant effective letter 

TBXKE. or TBn; nmiCT 

In a business letter there should be no 
scolding no sarcasm, no peevnshness The 
wnter should first and last think of the effect 
his letter w ill produce on the reader — and must 
say what will be useful 

In writing to a customer alwavs consider 
of what he is worth to vour firm Even if he 
IS wrong do not try to prove il in a letter 

MEtl. 11 
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Admit whatever you can possibly admit It is 
better to lose a cause than to lose a customer. 

BE TACTFUL 

Always be tactful m expressing your ideas 
— remember commonsense and courtesy make 
a better sales letter Even uhen you unte a 
letter of refusal, always agree as far as >ou 
can and make your “ no ” an incident only 
Take the blame when a ivrong or inaccuracy 
IS pointed out and do not attempt at justifying 
it Have a paragraph of appreciation A 
deal of sympathetic genial imagination will 
make jou a better writer Always endea\our 
to put yourself in tune with the reader of 
>our letter One sentence of appreciation 
of the other person’s j)o»nt of view produces a 
magical effect and goes a long wa> to create 
goodwill The great object of writing a letter 
IS to please and satisfy the person reading it 
and if >ou can put a smile on the reader jour 
object IS secured 

TEN CHARACTERISTICS OF AN EFFECTIVE LETTEP. 

Thus we get the ten characteristics 
of an effective letter besides its phjsical cha- 
racteristics which we have dealt with m a 
previous chapter Let us summarise — 

1 Easy and pleasant reading 

2 Short sentences, short paras, common 
words and phrases 
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3 Friend}} and Jiidj stjJe 

4 Appealing to one per'^on and on one 
'ubject 

5 Stating of ■something positne, no 
beating about the bu'^h 

6 \o argumentation, no letitj ot Ian 
guage or apparent indignitj no «lang or angrv 
cxprec'iion 

7 No sarcasm no <5Colding no unplea 
cant expression 

8 Read} acknowledgment of lault no 
attempt at justifi mg a wrong done 

9 A sentence of appreaation at the 
commencement 

10 Abundant news interest 

A tfODCL LSTTCn. 

Here is a sample of an effective letter 
which embraces most of the above charactens 
tics — - 


il/uirr^lion No 129 
Devr Mr. 

I vender if yoi vould do me a fw^ocr'^ 

1 d lie j-our opuuoo on an unpertant marter 
Some tune bsA, o re^»n« to >-oor letter, I 
pronpd/ sent jxti particulars about the Petrol eco- 
nomtscr for j-our airomcbJe 

For some good reason o'- other j-ou id not 
care to try out lb' econocuser Would jxo be so 
good as to tell tse wly’ 
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Not because I vril then use “ hammer and 
tongs ” to sell you, (I prom-,c • ou I won’t bother 
you again) but, because I jj^t want to know where 
I fell down in getting you to try the economiser 

Is any of the followtcg cne reason’ 

1 Did I fail to give you tl e facts you wanted 
about the economiser’ — 

If so, what particular facts — 

2 Did you think the pnee too high ’ — 

3 Does your car show small con'ornpcion ^nd 
you do not care to reduce it’ — 

4 Some other reason’ What’ — 

It IS not necessary to wntt a letter And if 
you prefer, just Oie a lead pencif in answering the 
above questions 

Buc regardless of how you do ir, I want nery 
much to bear from you and get your opmion I 
assure you I would gbdly do as much for you 

A stamped envelope is enclosed Won t you * 
please use it to-day’ With very best wishes I am, 
CrattfttHy yours. 



CHAPTER IL 


F13XDA3DSNTALS OF A LETTER 
BOLSING REACEBS UINR 
have alreadj dealt in a previous chapter 
on the physical constitution of a letter 
These are the letter paper, letter head, erne 
lope, mode of typing, addressing, etc. — which 
are no less important m an effective letter than 
the subject of the letter itself For unless the 
physical appearance holds the eye, you cannot 
expect to hold the reader’s mind by its contents 
This leads us to the actual <oul of the letter 

success COVSCIOOSVESS 

Here we are face to face with the funda 
mentals of an effective letter Firstly, before 
vou begin to write down your letter, you must 
feel that your letter will be successful That 
IS, you must have the right success conscious 
ness which will be communicated to the reader 
through the lines of type 

Secondly, you must understand the funda 
mental natural law of giving yourself out If 
you take the attitude — 'What I can get out of 
this letter” — your letter will fail If ytiu 
> think — “WTiat can I give or do that will give 
the reader better servxce, increased opportu- 
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nity, pleasure, profit,”— >our letter has more 
chance of success 

KNOW WHAT TO SAT 

You must know how much of the story to 
tell It IS a fallacy to tell th“ whole story m 
one letter The mind of a reader must not be 
confused by too many items, too many details 
You must carefully and skilfully handle 
the closing' argument The flashy closing 
sometimes detracts the mmd from what has 
gone before ” Do it now ” phrases arc some 
times advantageous but not always 

We emphasise on the physical details 
again All the elements of physical presenta 
tions are important Good letter heads, emc 
lopes, perfect processing, balance, signature — 
and exact folding and mailing and correct 
spelling of the names — must not any of these 
be neglected A carelessly folded letter may 
spoil the impression ' 

You must understand the rules of follow 
up To start a letter ” not having heard from 
you ” IS an admission of failure Write each 
letter in a series with the assumption that the 
prospect IS still interested Give him additional 
reason for buying 

BOW TO BEGIN 

Letters are poor, ineffectne when they 
lack friendliness Therefore begin a letter 
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■With a phrase of courtesj or appreciation A 
phrase indicating welcome makes the 
welcome E\en if jou have to refuse 
thing or express a regret, the retu aJ 
come to the end of the letter, not at the be?’^ 
ning -Mwajs agree at the start 

Do not begin with a participle phrase 
a letter which is meant to be effective 
saj “ Confirming our cablegram or “ Ref^^ 
mg to jtiur letter — ” It is better to saj ‘ 
requested m j-our letter of — ” 

It IS tactful to begin with a subjunt-^''^ 
'Sometimes Assume 'M^me happ> mood in 
reader which he would hkeU have if occa^^®^ 
presented “If j ou could sell v our goods 
fljuciiv \ou, could, do more bu^itie^s with 
capital ’ This w ould get f av ounte atteilt'®^ 
of an) busmessman and would induce hif^' 
contimie, for the letter indicates his poii^* 
view 


CONCLUSION 

Similar!) with closing Here are 
the usual phrases of do'Jing a busmess lett®^ — 
“ Thanking v ou m antiapation of ’ — Th^*'^ 
ing v-ou knndl) m advance We are Dear Sir 
Yonr most obedient *=ervants ” or " Hopii^? fo 
hear from jou” or **We shall be plea«^^ 
’iuppl) anv further information ’ etc. ^ 
detract from the effectiveness of the 
The end of a letter must not be stilte^ 
pompous There must be something 
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at the close It is better to sav “ When you 
write be sure to mention — /' ‘^Please let us 
know just what you want to have done,” 
“ which method of treatment do you prefer ” 
or “ Just what you want, I believe,” or, ” This 
IS the best offer we have sent out for many 
a day ” Tell the reader “ This is the only way 
you can buy these goods ” or ” These goods 
may be bought elsewhere but not at this price ” 
Never keep the reader in suspense at the 
close When in the body of the letter j ou have 
persuaded a reader to do something, take it for 
granted that he has been persuaded and close 
with such words or phrases as would move 
him to action 


COMPLAINT LCTTCAS 

The writing of a letter of complaint and 
adjustment thereof are the most delicate art in 
the business of letter writing As m other 
letters the aim to be kept in view m these letters 
is the winning of the customer As such jou 
will assume that your complaint will be fairly 
treated and do not assume that you are 
purposely wronged In the letter specify 
errors and injuries and be definite as to your 
loss Keep your temper and be reasonable 
Here is an instance how complaint letters 
should begin — 

Illuslra/ion Nc 130 
Dear Sir, 

We arc accustomed to get satisfactory works 
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from you and v.t havt on several occasions recom 
mended your firm to others. 

But this ]ob Vthich you did for us this t^-eek u 
an exception It ts not what wz expected etc 

ANSWCRINC COMPLAINT LETTERS. 

Ihe ansi\enng ol the complaint letter is 
more delicate It is a responsible job and 
should be carefully treated Otherwise the 
risk IS that jou will lose a customer and \er> 
• likelj a great deal of goodwill 

The repl} must not be airt or formal It 
should rather be long than short You must 
take pains to clearU explain >our Mew point 
but must not blame the wnter If the cuSto 
mer has a real grie\ ance do something e.\tra — 
grant an ungrudging fa\ our Dont howe\er, 
sa> that It IS hard to belietc the complaint 
\ou must assume that the customer jou 
are writing to is honest, and therefore you 
must not disbelieve him Cheerfully own up 
to the error as far as it is the fault of your 
firm and appreaate the customer for calling 
\our attention to the matter 

Even if the complainant is at fault do not 
treat him and his letter as a nuisance E.\plain 
vour point without blaming him but be ready 
to •'atisfy him 
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C05IM0N FAULTS OF BUSINESS LETTERS. 

AN JLlrWRITTCN LETTER. 

JCTERE is a letter, taken at random from oiir 
file, which will show the type of letters we 
nsualiy receive. 

Dear Sir. 

It IS a pleasure to tyekome you as a stockhoUec 
of lilts Company 

As It IS our earnest desit- to tcep our stock 
holders informed as to the Company’s busutess, we 
Will mad you repots and otl‘.et information from 
tine to time We hope riiat you will find v hat we 
send you ate of iPtctest and tl.at we may always 
have the benefit of yout suggestions 

The Annual Report for last year wdl be mailed 
you upon request. 

Your residence address, furnished us as shown 
above, has been entered in our Stock Book. In 
order that you may receive your dividend cheques 
and other communications promptly, we ask that 
you kindly keep our treasurer advised of your 
correct address Sincerely yours, 

BOW TO IMPROVE IT 

To make this letter more attractive, more 
friendly, more efTective would it not be better 
to write as below ? 
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lUustraticn No 131 
Dear Sir. 

We w-elosme >'ou as a stociholcler of the G B 
C Co Ltd. 

If at any tune j-ou want mforaianon of ou. 
business, we will be stry gtad to ser-d tt to you 
Any suggestions j^ou cube will be caiefulK 
considered. 

If jT)u would like a copy of last year’s Annual 
Report, let us tnow and it will be forwarded to you 
immediately 

Your name and address as you gate it to us 
when you bought your stod: has b«n carefuUt 
noted. Should you change your address at ant 
tune, won’t you kmdlyr let us know so that all 
coQununicaQons a p-d dmdmd Segues will reach 
you ptotnpelv’ 

Yours—— 

ANOTHER TNEFTECnyE LETTER. 

Here is another letter, written h> a selling 
agent In India of an Amencan typewriting 
machine 

Gentlemen, 

The R. Typewriting machme listed on the 
attached mamtenance Agreement has reccn-ed free 
Pedumpal service foe a period of one year m 
accordanos with the sales contract signed at the 
date of purchase Are you interested in the 
ojntmuaiice of tha service at a reasonable cost? 

CXr nammnanor A g reem e nt service was deve- 
loped several yea-s ago at Ac request of users who 
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desired efficient mechanical service at a minimum 
cost Periodical inspection will relieve you of 
worry and prevent most troubles before they occur 
There is considerable satisfaction in Jcnowing th-t 
your machine will always be in worlcmg order 
msunng your letters bemg kept in up-to-date finish. 
The cost of replaang worn parts is fully covered — 
your only responsibibtv is to prevent misuse and 
avoid accidents 

The service tthich we render under this plan 
has been appreaated to aich an extent that th* 
majonty of our customers keep their machines 
covered by a maintenance agreement 

We believe you wifl be sufficicntfy interested 
to sign and return the atuched Agreement, which 
we have prepared in tnplicate for your signature 
2f any Arr^er m/omwoon n As ir e d we will fuenssh 
It promptly upon request. 

Vours very truly 

HOW TO IKPHOVE IT 

It should have been written thus — 

Illusiration No 132 

When you bought your Typewriter we agreed 
to keep It m first class condition for a year, without 
charge This we have done 

As the year is now up, would you not like to 
have your machine regularly inspected by us so 
that at all times it %wll be in good workmg order ? 

A typewntmg machine is not unlike an auto- 
mobile, or any odie' piece of machinery It works 
better vdicn carefully looked after 
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If you will sign and rtturn t!ie enclosed ocdr^ 
j'ou will have little to worry about, so far as 
R — ^Tj-pcwnter is concerced. You can depei^^ 
upon our keepmg it m good working order for 
Sincerely jours 

SOKE COICUOV FAtrLTS 

\\ e need not go on multipIvTng instance 
E\en the best businessmen in this country 
careless about their letters Because letters 
are to be written, the\ are written in am for^ 
bv an\ one — there is no anxietj for cani'S 
whether the letter will be effective 

The common faults of most of the letters 
wntten b\ our business firms are the u«e 
pVTatrea tU'U 'mtJjQHg *Cne StVtws 

formal These are the commonest faults aP^ 
possibly the worst of all faults which make ^ 
letter meffectue Other common faults 
ob‘'cunts of language incomplete expres'Ji^^ 
of ''en«e making the letter irritable or 
expressing negative or uncharitable ideas 
It must be alwavs remembered that a bu^* 
ness letter is not a legal document, and it mi^^^ 
not be wntten m the language of law or 
*:ervTce A business firm is not the secretan^t 
of a government It cannot forget or negl^ 
the feeling and sentiment of the receiver of 
letter 

"^ou will find the usual commencement 
a busmes replv — “vour letter of — to haneJ-” 
To / and is an old phrase wathout reallv at" 
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meaning It has died out of conversation, \vhy 
pursue It m letters still ? 

We write — we take this opportunity It 
has lost Its meaning and has become a dead 
phrase, why use it ^ 

Duly is another word without any mean- 
ing in business letters It is a Government 
Department word and has crept into business 
correspondence from there 

1 or your information, Upto this wrihuu- 
] take the liberty. In connection therewhh. 
In reply J beg to advise, arc put in to guc a 
high sounding tone to the sentence Ther^ is 
no need of meaningless pompous phrases m 
business letters 

Such closing phrases as So/ictting a cPi^ 
hmianco of your favours Aztaiting 
esteemed instruction Anticipating your early 
reply, are put in to fill up and do nothing 
These are out of-date phrases instead of 
which we should better say, “ I shall 
forward with interest to your early reply.” 
“ Looking forward to the pleasure of hearing 
further from you ” or some such definite and 
lively closing 

Another similar phrase we frequently iise 
IS Assuring you of our prompt attention This 
too is a rubber stamp phrase It makes the 
letter dead Better write “I promise that your 
wishes will be respected ” 
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PROCDRIN'C OKDEES. 

CTASTKATE SAUrSUAX*. 

'W’EIX.T we come to the wntinpf o£ letters 
that pu=h the commodities into the mar 
ket. The order secunn^ letters, as previoasly 
remarked, «en,e the function of an actii,e 
clbcit mammatc salesman and as such they 
should posses* all the <iuaIificattons of a Imng 
salesman, i c cont^entalitv enthusiasm, and 
abo\e all plea<ant asre«attleness under all 
drcumstances A. distinct tone of personality 
should pervade the whole letter 

To attain the greatest success m writing 
sales letters >Tai ha\e to study the nature and 
tnentahty of vour prospective buyers and so 
adapt your style of writing and thought as to 
be agreeable to them. Your purpose xs to win 
them over to jour side by offering them better 
service and make them permanent customers. 

Thus their needs would require a careful 
study and the most opportune moment be 
sought to make them your offers. To cite an 
instance the offer of tea seeds should be made 
to tea planters and not to indigo planters; 
moreover, it should be presented iust before 
the time for actual purchase of the seeds 
arrives. 

M2H.12. 
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STUDY or ARTICLES NEEDED 

To induce others to purchase jour article, 
jou should have a thorough knowledge of jour 
own connnoditj' from the very beginning of 
Its construction to the utmost detail of 
Its purposes and uses, and be suprenielj^ con 
fident of Its inents You should also study 
similar articles marketed bj your competitor 
and should possess a fair coinparatnc idea of 
their merits and defaults 

Another consideration to be taken into 
account m composing sales letter is a know 
ledge of what jour competitors are about and 
their method of merchandising, and business 
system This will enable you to hold out 
greater facilities and advantages to jour 
would be bujers, this may thus carry weight 
in the final settlement of the order 

ARRANGEMENTS 

The rnethods of arrangement and the 
development of the subject matter should be 
done on lines detailed in our previous chajjters 
A number of points to be followed generally in 
getting up the subject matter has also been 
stated, it will be useful here to discuss the 
application of those principles in particular 
cases 

A sales letter should hive m view a two 
fold object, to effect a particular sale and 
indirectly to secure a permanent customer, 
although the last is impossible without the 
first To attain this, a sales letter m the usual 
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wa> may well be divided into three parts >^is , 
the mtroductorv the development and the 
po mve clo=e. 

crraonncTiQ’j or sales letter. 

\\ eil begun is halt done is nowhere 
more ture than m letter wntmg Make a 
brilliant enthusiastic start and not tn con 
ventional hazy and hackneved stvle \n 
enthusiastic opening will instantaneously m 
terest the readers and let this be the keynote 
ot nhat lollons later on 

W e cannot do better than to note here 
the lolloping point', v.hich a successJul letter 
writer recommends m making a start Give 
omething dehnite — the very keynote oi 
vour thought — at the very beginning with a 
homely personal touch Plunge direct into the 
midst of vour «ubject and then divulge vour 
plan as a whole vvnihout breaking interest 
This has produced good results and has otten 
<ucceederl where long round about mtroduc 
tions hav e failed Mark the lollow ing open ng 
paragraphs culled from several successful 
letters- 

Illustrjticn No ISS 

“ Fourd a Oibon Re'Tover that costs btd', 
does rueh ” 

lilusfration i34 

“ You a-e seetirg business abroad You 
fcebese when fcrei^«s know >cur goods dicy will 
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buy tbcjn. You feel that as they begin to knou- 
them better they U buy mote Very likely you are 
quite comet But do jou knov definitely whjt 
those markets want’” 

Ulustration No 133 

You can save 4 as per gallon on )Ouc 
gasoline on every gallon you buy (tom to-day 
forth The plan is simple 

Such openings are never ineffcctue as 
the reader at once perceives especnlK if the 
letter is discreetly directed that a perusal 
would end m some profit for him and natunllj 
his interest in the letter is throughout mam 
tamed 

There are plenty of other means of start 
ing letters effectivelj Some 11*50 catchv 
mottos and phrases ‘Sometimes an appeal is 
made to the individual interest or occupation 
of the reader or to his desire to Jearn the 
latest developments Many illustrations have 
appeared m previous chapters and many 
follow 

DEVCLOPMCNI 

Development of what you assert in the 
opening paragraph should now follow Various 
ways m which this can be accomplished have 
been suggested Of them the following five 
points are most notable viz ( 1 ) by desenp 
tion ( 2 ) by telling what the merchandise will 
do, ( 3 ) by explanation ( 4 ) by argument and’ 
( 5 ) by simple narrative 
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BT DESCRIPTJON 

Descnptiv e matter u«ed in course of 
de\ eloping \ oim a««enion «hould be reire«hing 
and should be capable oi conjuring up a picture 
in the mind of %our reader Much depends 
upon an mtelhgeot celection of the details to 
be dc'-cnbed Too length\ ones ina> be tire- 
«ome to the readeT’=i while too <hort ones wotdd 
be hazi and u'eleca In de'cnbmg u‘:e a 
simple and comprehensne stjle and write of 
the appearance, beautj, sire, colour and special 
jeatures oi jour commodities. 
lUvstTotian Act I36 

Let )-our c£cb fcov do j'our calculations. 

He on do t h e m - a nd do them quidcer and 
sadx mote sueelj toan an accountant, ivith the 
help of our Aote Addirg Machine. 

The Aene u an adding machine ci minia 
tusr-“fcut It v»ill give you as good a semot and as 
long a sennce u any s.ancLtrd mirhine ard cost 
jou %Try much less. 

Less than dx sac cf this pag*, the Acme 
weighs only 5 lbs. ard is built ihorcu^y of thr 
best steel that money can buy Fo- pertabdi'y and 
d*pendibjLt\, th.e Acme stands alone. 

And then, its stmpUaty’ Anyone your 
oScc boy, cm learn to operate it infallilv o fee 
minutes. Jus*- press the Leys, and the Acme dees 
die test. 

The Acme saixs tune, money, -nd brain — and 
saxTS them tunce because it cex-er mates mistates 
^■h.ch have to he rectihed later Try r for nwetces, 
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day book cntnes, cash balances, ledger posting — an) 
figure work whiA needs absolute accuracy. 

&r ALLUREMENT. 

The next way to develop your idea is to 
look at the subject matter from another angle 
of vision and to depict in glowing language 
what the article introduced has done and is 
destined to do in future The advantages 
which the addressee would derive from the 
purchase of the goods should be particularly 
mentioned, although nowhere indication 
should be made that you are eager to sell them 
lUustration No. 137. 

There u something for you among Paints, 
Lacquers, Scams, Japans, Colours and Enamels— 
whether tt be for maintenance or decoration o( 
property or whether for use m the manufacture and 
‘finishing’ of your product 

For more than half a century wc have taken 
over our client’s pamt troubles and we are ready to 
do the same with yours They arc no trouble tJ 
us as we have the long eitpenence behind us and 
the most up-todate manufactunng faalities with us 
Wc are ready to do our very best for you 

Catalogue, show cards and the visit of a pracu 
cal rrpresentative free on request 
BT EXPLANATION. 

Developing by explanation, though often 
confused with the preceding two methods, 
stands as a distinct class Here neither the 
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whole descnption nor a complete list of uses 
IS 'upphed- SimpU the distmguichinj tea 
tures or the points of excellence are brought 
to view as i£ to induce the reader to bu\ this 
m preierence to others m the market 
lUviieri^vm. So I3S 

Banefjas Faestmile Letters are real persorul 
Ictren because tfee 7 are proted cfcrou^ a ribbon and 
tbe names and addresses reatcb ractly tbe bcdv 
of tfie I«re* 

Bjr using rbi»T»i you can send out personal 
lereers to pour OLstotref s a' muA less cost dun 
individually tvpe wntttn letters. 

Seed fer partioitifs and pnees. 

8T ABCUKEVT 

Arguments should be Used with proper 
caution as not to end m obstinacv In this 
instance facts and figures are quoted and com 
pan«Qti3 and contrasts nude with prudence 
ivithout reflection on other merchants 
Jlhsrraum No J39 

Tone 13 Money 

And Uniform Tone tfcrougbou* all tbe worfc 
shops and offees a essennaL Our patented o-e 
Mister Oodc controls any aanfcer of Recemne 
Oodcs and Tine Recorirs and dots ctt-v 
mplovee ‘dodnng in' registers to ore ucifortn 
erne of your estafclalntjent — a saving of erne, tm 
per and trouble. 

Mos* suitable for ofSces, schools and coreses, 
faaones ar.d tbe bome. 
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Any design of case or clock face can 
supplied 

A visit of inspeccion at our w-orkshop is invited 
at any tune on the week days 

BY NARRATION 

Lastly, a simple narrative form is made 
use of in developing the idea When couched 
in a simple chatty style with due recognition 
of the tastes, conditions and needs of those 
approached, it is both pleasing and effective 
Such narration of the story of your products 
will be interesting and productive of results 

CONCLUSION 

The last part of the sales letter should seal 
the gradual winding up with a clincher, the 
nature of which has already been treated 
Suggest what the reader should do in this case, 
ask him to have a trial free of all charges, 
send him a sample or show him a pattern, 
offer a clear guarantee and induce the reader 
to make an immediate purchase lest the con- 
signment may be exhausted 

Do not however enthuse too long Avoid 
extravagant qffers When your entire propo 
sJtion has been presented and enthusiasm of 
your reader has been keyed to the deciding 
point, do not weaken your argument by addi- 
tional phrases but close m good time Here 
IS an instance which gives all the points m good 
sequence and has a good timely closing — 
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Illustration No 140 

‘ Found, a carbon remmcr that costs Lttle and 
does much ’ 

Deal Sir, 

You’ve found it* An inexpensis-e mixture that 
does the work. It saves tunc, traible, temper — and 
who’e of j-our shuung sdier as the jear rolls round. 

You want this You reed it right away II 
saves repair bills and engine troubles. It mcrease* 
the power and speed of your car from the day you 
use It It’s one of the few things that cost little 
and are worth a lot. 

By mixing several common chemicals, bought 
at any drug store, with petrol, you have a carbon 
remover that goes ngbt in, loosens all carbon in 
your cylinder and cleans die valve, piston rings, 
exhaust pipe3 and muSer 

You don’t lose the use of your car for a 
moment. The carbon remover gets in its work while 
y our car is running And it docs the job thoroughly 

This means cash to you. It also means 
troublcproof car Your enguie will develop its 
maximum power, run smoothly and pick up speed 
at a touch of the throttle You get the maximum 
mileage out of each drop of petrol used. 

Send us souU stamps worth rupee one m an 
envelope to^lay An M O also do. Get 
these ngjit off in the mail and we will send you a 
hiU bottle of this money savmg fluid, so that you 
soon see for yourself just what it will do 

Every day you delay costs money 

Yours truly,*^ 
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SELLING SERVICE 

TWO BROAD SUB DIVISIONS 

"DESIDES catering for direct sale of mer 
chandise the sales letters mav be made the 
vehicle of offering one's services investment 
policies, real estates, properties etc 

To study the mode of construction of a 
service letter, the subject may be profitablj 
•divided under tuo broad heads namely those 
requiring manual labour and secondly, those 
requiring brain work It need not be men 
tioned that a sharp line of demarcation 
between the two is impracticable it being 
difficult to assign where one begins and where 
one ends 

As illustrations ne may, however point 
out that building, repairing printing decorat 
ing, etc , would not be perfect without manual 
labour and consequently make up the first 
group while writing of advertisement, survey 
mg auditing accounting etc tax the brain 
more and fall under the second group 

POINTS IN SERVICC LETTERS 

The development of a service letter should 
lake place on the line suggested m the ordinary 
business letters Care should be taken to have 
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the arrangement of the subject matter m 
logical sequence ivith no brealv m the link 
The paragraphs m the bod) ma\ follow the 
following order 

1 Enthusiastic Opening 

2 Presentation of Purpose 

3 Arguments 

4 Convincing Proof 

5 Chma.v 

The bod\ of the letter chouM conform to 
the above dimsions as mudi as possible but 
nothing about the ^tyle and language of the 
letter can be mentioned tn general The tejit 
should be modified according to the «emce ^ou 
offer 


DrrvELOprvG she pocfTs. 

To help developmg the points abo%e 
referred to the writer would do v. ell to ponder 
<i\er the matter in the following three connect 
ed grooves 

(1) ^\Tiat are needs of customers 

(2) See if )our services maj be of an) 
advantage to i our customers and 

(3) Finall) tr) to convmce them of the 
superiority of )Our semce 

The three above are of the prune 
importance m writing successful letter* 
"iou are to pomt out such needs of 5 our 
customers as vou are most fitted to fulfil mth 
sIolL This mean* a stud) of the characters 
likings wavs of livng etc. of the aistomer*^ 
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Moreover, the same letter cannot appeal alike 
to the businessmen lawyers, doctors, stu 
dents, mechanics, workmen, etc Letters 
addressed to each of these sections of people 
should be written individually to attain the 
greatest result One may not be conscious of 
the need you refer to By argument and con 
vmcing facts you are to arouse his interest and 
bring home the need to hts mmd and prompt 
him to action In fact, you are to uncover the 
needs of the reader and speak out your 
thoughts m a homely manner which arc more 
or less to be determined by surroundings, 
associations, social standing, etc of the 
customer 

Having aroused the sense of need you are 
to hold out solution how this can best be met 
by your service In passing it may be 
remarked that unless your proposition is 
made to the right jicrson, at the right moment, 
in the right spirit, your letters will bear no 
fruit The purpose of the letter should be to 
make the reader feel vividly a need and connect 
It with your capacity to satisfy it Con- 
sider his interest from his point of view with 
enthusiastic tone, pervaded all through by 
sympathetic tinge and mtelhgent understand 
mg of the matter 

Finally convince the reader of the high 
order of service you offer You may point 
out how you are fitted by education, training 
temperament, expenence, etc, for the 
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particular line jou mean to serve "The 
special distingui'hmg features of >our services 
and details of the work ma> aNo be given 
proper space to 

TYPICAL ILLUSTRATIONS 

This letter giving explicit details of ho" 
the Hospital Association Service is handled 
w ill be interesting 
lUuitration No HI 

It means nun)' things for )'ou 
A doaor whenever you need one, at jour 
home, at j-our office, at the hospital — anywhere^ 

A trained nurse whenever )*ou need her. 

All mediooes and surgical dressugs prescribed 
^ous 

An ambulance whenever >‘ou may need it, 
Your hospital bill all oaid, 

A whole year’s protection for you m sickness 
or acadeot. 

And no eraminadon no fuss no red tape> no 
trouble to you — all >x>u pay is $ 10 for the whol* 
yrar — ^ 16 if yvxi are mamed ^ 4 for one ch3d, 
$ 3 for each additional child. And you neednt 
pay it all at once but can pay m small moiidJy 
or weeUy instalments, whatever is easiest for >ou. 

A DEKTlsrS CIRCULAR. 

Here are extracts from an excellent 
service letter 'sent out b\ a dentist wfueb 
convinces because it shows such a keen 
understanding of what the reader w ants 
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Illustration No 142, 


If your teeth or those of any of your family 
need attention nght now, I will be glad to examin* 
them and give you a frank, honest opinion, free 
of charge 

So many physical ailments are due to imperfect 
teeth, that it is unwise to neglect the smallest trouble 
of this kind, e^aally %vhen you have a dentist 
nght in the neighbourhood, and can easily remedv 
It before greater damage is done, both to your teeth 
and your general health 

A COLLECTORS PLAN 

Another type of service letter comes from 
a collector, \sho has a special plan that con 
vmccs because it distinguishes his methods 
from the ordinary 


llluftralion Nc 143 

Now — no matter how busy you are no matter 
how big or important your other mad that came 
with this — make up your list of long dues nght ihi> 
minute 

Get ’em off your books, off your mind, off their 
consciences For they have consciences, and we 
show you how easy it is to reveal them Ah, yet, 
our system of collection never fails to locate the 


conscience and the cash 

Through efficient, earnest, enthus astic effort, 
we have perfected a coUection service that goes 
farther than any other And, whercgjb^jjm^t 
leave off, our system js like 
has not yet begun to fight*’^ * 

• a 
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A WRITERS SERVICE 

An editonaJ and wnter’s ser\ice — con 
unces b> telhng what has been done lor 
others 

Illustration No 144 

And listen • We tnow, by long experience, 
there ate lots of men and women really urconsanus 
of their own abilit), until our reading of their 
manuscript discloses the grouf’d'HOTk of a genuine 
literary gift That elusive, strange poser oft 
slumbers vnihm them, all unawares. Or, if they 
ait aware cf it, more often the ambition 
IS bu'^ half awak'ned, as is manifest in tJic 
’senpt they wnte— until an intelligent reading 
at ezpenenxd bands, arwl the pointing out 
of certain simple faults of teoinique, unexpectedly 
turns on the b^d searchli^t cf tealoatien. 

And from that day tb«y begin to wme, wnte, 
wnte, wih a strange, new, vironderous fire, a f-eedom 
and a mastery of desoipiion teat aston-Jies all their 
friends, laced ot*^ and delights the ’script bujC'S 
who are eager and anxious for tfic s ones and pla>'s 
of new wnters widi all dieir bhthe, vivaaous new 
ideas, j-outhful colouruig, unii^e plots, and novel 
things 

CHECKING THE LOSS. 

We are reproduang in full a splendid 
service letter that (1) uncovers the reader’s 
need, (2) links that need with the writer’s 
.abtlitj, and. (3) carries tministakable convac 

t;0fi 
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Illustration No J4f 

‘ Warning * Look our for the little expense 
mice that gnaw holes in your profit'’ 

E)ear Mr 

Beware of the need ess leaks ' Catch the un 
expected lo'ses 

No matter how sure you arc of your books of 
account, little elusive drams are costing you some 
thmg every day Let us prove this to you We 
can come into your office right row and point out 
many vital economies you can put mto effect at 
once 

Like other busy men you’re too clo^ to your 
business to see these defects losses So are your 
emplovees howeier efficient It takes somebody 
from the outside You’ll acknowledg* that 

Youc clerks are honest coTipctem hards' But 
they’ve had 1 ttlc opportunity to study t^e newest 
loss-checking things in accountancy, tl e mnimiang 
of your overhead 

We can save you a thousand times the cost 
of your service And we can do it right aiyay 
Your business may be ecoromically run but it 
should be absolutely loss proof and we're ready to 
make it so Where we’ve made audits, the system 
IS perfect, the expense is sacnnfically helj doom 
Let us go over your hooks emd do the same for you 

Find out at once what this examination wou'd 
-mean Mail the enclosed card to-da) Tt meri*'y 
bnngs us to talk things over Not the slightest 
obligation' And our visit vnli result in suggestions 
you’ll appreciate 
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Fill m Ae cant Mail it now It’s a mor^^J 
saving mos-e You II be glad you made it. 

Yours for Effiaency and Econor”>» 
IRSCRARCC POUCICS 

In order to sell m'^urance policies the 
need is to reach as large a number of prPS 
jiects as possible and have their interest 
‘•timulated as at once to stir them to actiP*^ 
He mu«t be appealed to (1 ) through sentim^^ 
bj holding up a picture of hou helpless 
dependents ^^lll be if they are left without 
means of support, (2) through celf interest 
di‘5ats*'mg the financial ad\antages of the 
position, (3) through reason, and finally 
through pnde b) pointing out that no 
Slated thmkin^ ttian is vathout such Qohci®® 
We gi\e below an evample — 
lUttstratuM No 146 
Deu Sir, 

K a man told you you didnt support j®ut 
wife and children, ym’d be ready to Imodc 
down. Yet if jtjo die widiout leaving any oi^ 
ance, due’s just what you will have done Yom 
dear ones wiU be unprovided for They will be 1*^ 
out in the cold. They will be dependent uf^’' 
others. 

And you, the kind fadxr, the lovmg husba*'*^ 
who denied them nothing m your life — who g^'’ 
dvetn your all, wiUoigly — you will luve left th^ 
in just that fix. Not because you meant to d«? 
but because you were just a bit thoughtless. 
didn’t realize life was so uncertain. 

MES. 13. 
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Slop and think a minute The “^Flu’ 
mic has proved that the health est men are sc’^w 
times die quidtest to go Their lives ace snu^«^ 
out like a candle — sometimes m a few hours — 

Infiuenaa killed thousands — 

It left thousands widiout support — and 
unfortunate people might have collected insura"^ 
money all their lives 

You are now alive and well Everything is 
right as long as you arc I ere to provje for yfiJ" 
family Insure v^le you can Protect your lo*'C“ 
ones against the uncertainties of Provider*® 
Don’t be the man who vrould’t listen InsiirancS >* 
vitally unportint to yoor fem-ly’s future Novi' 
die ame to act ^ 

FiU. out. the cajti It is 

important to you than it is to me I have the 
policy for you, at a pnee you can afford You 
never be sorry you took this step to^ay 

DEVELOPING AFCUHENTS 
lit the letter above you are merely 
to get an ifKiuirj from the prospect showing 
him the absolute necessity of the life msuran*^*- 
as a whole — not of any jiarticular life insur 
mce Next comes the business of follouidl? 
uj) your inquiry getting letter with the strong 
reasons why the insurance you offer is the beM 
that can be had Here isyour sales talk TeH 
what your jxihcy can do Tell what it can 
for his particular case This g^ves the much 
dcMred individual touch Write your lettef 



':Ialfull} along these lines, lollowing the 
points as we ha\e suggested — 

(1) The elements of the model letter 

(2) The logical arrangement of jour 
'iibject matter 

(3) The argument — ^arousing jour 
reader to his immediate need ol in«:iu-ance 

(4) The clincher — the particular adap- 
tabiliti and supenontj of jour policj 

If jou follow these points carefullj, jou 
will be surprised at the good results 

This may, however, move to action anj 
prospect who does not carrj anj life poh<y» 
but when a prospect alreadj carries life 
poliaes he should be approached w ith different 
propositions. He <hould be convmced that 
the amount insured bj him is quite insufR 
cient and so forth, he can be asked to make 
» endowment poliaes if he alreadj holds life 
poliaes and vice versa 

Below IS given an instance of a Lite 
Insurance letter (an actual circular from a 
U S \ Companj) that fits man who carries 
no msurance as also the man who cames 
•^ic 

lUuinaiton No 147 
Dear Mr Btwn 

A sensational new life msurance contract has 
just been dev-eloped diat co mbin e s all the best 
features of all the best polices rolled into one. It’s 
die marvel of die age, had::ed by 150 milbons ef 



MAIL ORDER Letters and methods 


I9S 


assets Its Jiberahty, its broad, darmg features Wf 
amaze you It does things no policy ever did 
before And iwth all its twindere, it is lowpnced. 
Think ' — It pays wife 5 per cent on principal sum 
for life, 

—and she gets ^ 50, ? 100, ^ 200, ^ 500 a 
mandi in advance , 

— at her death, the full amount of the pohey 
goes to your duldren or estate, 

— also covers you against acadent and div 

— and your wife gets double, and yout 
children get double, if you meet with fatal 
accident, 

—if disabled by acadent or tL e as e you pa/ 
ro premiuns, but the company pays you 
a monthly income for life, 

—yet what you draw doesn’t come out of 
the policy, ^ 

— and your wife also gets her 5 per cent 
for life just the same, and your children 
get the fiiJI sum idicn she passes away 
Thj new policy u a masterpiece of insurance 
No thou^tful man can overlook in It makes ever, 
other policy seem obsolete, narrow, small Every 
alert business, professional, salaried man and wag' 
earner must get this stanimg new contract He’s 
cheating himself unless he does ! 

You will reproach yourself if you don’t mvesti 
pate it, no matter idiat insurance you now cany 
So I’ve arranged to give you complete mfonnation 



SELLEsG SERVICE 


197 


about this policy with Ac least waste of your 

and mine Fill out Ac enclosed Mail to-«^7 

You’re not doing me a* big a favour as yc/^ ^ 
doing yourself* Tbc policy will provT it. 

Sincerely yours, 

TEE ALL-DEPORTANT PROSLEE. 

Here is the first and all important proh- 
lem 01 the insnrance-selling letter at i%hat 
particular Mens and ideas, at what phase 
human nature, must the letter be aim^d? 
For the insurance letter is a personal matter 
It appeals to personal traits It is not so 
abcolutel^ a business proposition as selling ^ 
bo\ ot coUar«, or induang a man to pamt 
"nou^e. In an ‘insurance ieVier > ou appicP^h* 
him largeh through. 

(1) His sympathy 

(2) His natural affection for those 
dependent upon him. 

(3) His self interest , show him it i® ^ 
«ound imestment 

(4) His sense of logic. Make him see 
the folly of remaimng unprotected 

(5) His interest m what is newer And 
better Set forth «orae feature of your pohey 
that IS distinct and unique 

(6) His sense of values Set forth 
'unequalled benefits re\ealed in the terms of 

your poliQ 
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(7) The \alue of his tune, appeal to the 
husy man nho wants insurance, but is too 
occupied to go after it 

(8) His liability to death, fire, or acci 
dent, which is jiroliablj the strongest appeal ot 
all 


SELLING PROPERTIES 

To effect sales of farms, gardens and 
buildings, etc , nothing is more important than 
well written sales letters Inform the pros 
pect the minutest detail of the estate so 
that he maj haie an accurate picture oi the 
whole in his mind If it is a building, state its 
area, plan of building, air and light, location, 
comeyance and other facilities, snrrounclmgs, 
etc If It IS a farm, mention its area, nature 
and yield of the produce facilities of irnga 
tion and transport, etc One of the greatest 
mistakes is to overlook these minor points 
Nothing in fact should be left by the writer 
to be taken for granted The distmgu shmg 
and important prospects should be narrated 
with consummate prominence and forcefulness 
Business property also often changes 
hands The main thing to be borne in mind in 
this instance is to conjure up the big prospects 
of the business, the stocks in hand, the assets 
and liabilities the class of customers jou com 
mand, the reason of your disposing it of and 
so on The splendid situation of the business, 
the low price at which it is offered proInMc 
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returns from inv estments may be dul> referred 
to 


nmrsTBiENT ixtter, 

Imestment poliaes securities, shares, 
etc , are often to be sold through the medium 
of letters The main po nt to be laid stress 
upon m the letter is the stability of the capital 
one invests, the feasibili^ of recemng the 
invested raonej at anj time he likes the high 
percentage of dividend which his mone^ vvnil 
win and the chances of further appreaation 
of the value Greatest emphasis should, how 
ever, be paid on the safetv of the capital and 
the interest and the reliability of the propos* 
tion The small mvC'tor who has managed to 
save a small sum of mone} and wants to mvest 
It see's, first of all, ii his money is secure eveil 
if no high intere«t is available wh3e men vvnth 
speculative turn of mmd can even undergo a 
little ri«k in antiapalion ot a big prospect 
The letter and prospects should be modelled as 
to interest both kind of investors. 
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FORCING FUTURE BUSINESS 
A BCGULAa CAMPAIGN 

A MODERN business house does not and 
should not rest satisfied with conducting 
the current \oIuine of business It should 
take up a regular campaign of work to 
popularise its goods m the market and gi\e 
them wider and wider publicitj, howe\er, well 
known in the market the) might be Man) 
business firms ha\e been found to come to 
grief on stopping their publicit) work when 
their goods have once obtained popiilant) A 
field for future business ojicration is to be 
created b) the organised efforts of the present 
da) Man) fail to see the utilit) of this, but 
the records 3\aii3ble of the big business houses 
siippl) indisputable evidence that the construe 
tive schemes of the past have led to the e\paii 
Sion of their present business It now stands 
as an axiomatic truth that future business of 
a firm depends in the same sense on the exer 
tion and organisations of the present times as 
the present volume of Imsiness does on the 
manoeuvre of the past In short the atm 
of all houses should not be confined to satisf) 
mg the demands of the customers but should 
include the onerous task of enlisting new one« 
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bj holding out prospects of greater and bigger 
service. 

OITER OF SAUPiaiS 

Offer of *!amp!es is the first element m 
the successful preparation of the field lor 
future business The letter accompanj mg 
such <5ample should enkindle in the reader an 
enthusiasm to look for the sample and open it 
uith interest and concern 
Illustrahon No 148 

Found out It tengih • A toilet preparation 
chat excels all of totlet-snow of even the 

best foreign manufacture. 

We send )‘OU a sample bottle of this nev 
preparation that u now running in the market and 
whm )Ou try it you wtU cmamly appreciate the. 
tjualit) 

'The literature accompanying the sample came> 
a message that is readily undersundable — how to 
eiqu^ your toilet board tn the most up-todate and 
economic mannec 

The accompanying sample will give you th'*- 
most practical demonstranot of the immense sooth 
mg effect ic produces on the sJan— even the most 
debate. 

We await your command and if the threat of 
the commg winter has anydung to trouble your 
skm, ytxi cannot delay your decision. 

OFFER OP PBEMITJMS. 

Offer of premiums and other advantages 
in selling goods induces mam men to go in for 
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business and produces the best tlcments for the 
preparation of the successful field for future 
business Below is given an instance of how 
extra saving can be ellfcctcd b> coming to shop 
<arly 

Illustration No 149 
Dear Sir, 

Here 15 something intensely interesting j 
bargain that calls for immediate attention of all die 
frugal house holders ' 

We offer you absolutely free one Muga shirt 
if you purchase from our store four such at a tune 
We have recently secured a big stock of the very 
fine Assam Muga cloth and before the summer 
purchasmg season falls m, a big opportunity is pre 
sented before you if you effect your purchase 
now before every man rushes in. 

We want you to pay us a visit And at your 
very earliest opportunity We want to give you the 
fullest advantage of a wide selection And we 
want to prove to you the Iremendous saving 
ire able to offer 

On every order you place with us on the Assam 
Muga — may it be the shirt or the complete suit — 
you can make a saving of 20 per cent, if you don I 
delay m coming to us. Moreover we undertake 
cheerfully to refund the money on all goods not 
satisfaaocy 

Trusting that you wiU come to see the wonder 
ful stock very shortly, We are 

Yours for economy. 
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INVITATION TO TAM A JOT RIDE 

The follow mg is an instance of an ingeni 
ous letter which is a common method ol 
approach in creating a future field of business 
m the automobile trade It is all the more 
effectne as the letter is written with simpli 
citj and restraint with no strenuous effort to 
exploit the ments of the ware 

Illustration No 150 
Dear Mr Dutt, 

This IS a cordial mvitaQon to )'ou to go tor 
a nde in a. Peerless automobile. 

^ill you be my guest for a bttle spin upon the 
assurance that tt will not put you under the sbghiest 
obbgaDon ^ 

Furthermore, I promise that under no orcums 
tances will you be unoorruned to buy In fact, I 
won’t eipea you to buy — I simply want you to get 
acquainted with die Ptorless. It has proven to be 
a self -selling car And after you hasT ndden in it, 
if you do buy a car later on, >'ou’ie not bbelv to 
choose another make 

Scmply I make these few obsersacrotis, purely 
on your own account, for you present informanoT 
and future guidance as to what the Peerless reallv 
represents m modem motor car construction and 
value 

Upon these may I hc^ you will nng when 
the tnp will be converuent^ 


Yours very truly. 
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SECURING TESTIMONIALS. 

UTILITI or TESTIMONIALS 

CECURING testimonials is a wonderful jol) 
^ and ei.ery one knows how those Uttlc 
certificates broaden the foundation of future 
business This m itself is an established 
business m Europe and America and there arc 
people m those countries who hmass their 
fortune by securing testimonials for market 
able preparations 

PIAN A ssniEs 

The testimonials are gencrallj secwrtd b\ 
a series of letters between the testimonial 
getters and the big people whose certificates 
count In the first place samples should 
be prepared and sent to the selected list of men 
from whom testimonials are required together 
with a letter, a model for which is gtien 
below — 

lUustTalion No 1^1- 
Dear Sir, 

A wonderful thing that is now being manufac 
tured by the National Drugs Ltd , is the sugar 
coated Tea Tablet that is destined to replace dust 
tea and all the trouble* of prepanng it for the cop 
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lixieed It IS a thiag that combines all the fiesb- 
ness and flavour of the best tea in the market wtb 
proportionate fineness of sugar and milk made into 
tablet with the result that only by the addition of 
hot water tbe refreshing dnnk ts made for unmcdiaW 
cn] 0 )TDent. The sample phial enclosed will proix 
this to jour best satisfaction — even more. 

The manufacturers are preparing to get up 
some verj handsome catalogues, circulars, etc. whicn 
thc\ will hatT printed m lots of 10,000 They will 
also use die highest class magazines, and newspapers 
m adiettising their goods. Only the «rj best 
people, m vinous svalks of life base been fasouietl 
widi sample packages, and testimonials will only be 
used from people of national reputanon. It will be 
a teal honour to get into the announcements of 
The National Drugs Ltd., with a testuaonial It 
will be dean and higjh dass. 

May wx not class j-ou one among them ’ 

Thi«; might or might not produce some 
response Hoi\ e\ er, the manufacturer must be 
reads ssith another letter m a week 

lUustTjtjon No 1^2 
Dear Sir, 

I am wnwg jxu personallv todaj to enquire 
if mj first letter togcdicr with the sample of Tea 
Tablet duly reached vou. I am absoIuteU sure wt 
hasT an arode here diat has something vita! to do 
with decreasing the immense trouble and loss of 
tune that the pecple of die world has to run through 
for the preparation of dieir pet mommg dnnL I 
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trust the preparation is being used and is proving to 
you what I claim for it — as is the case v/ith severa 
well known people I have just heard from 

If the first packa^ phased you and another is 
desired for confirming dut satisfaction I am pre 
pared to send you a second phial 

In the meantdiile as the proposed literature i 
being prepared I am anxious to have your opmion 
of the preparation 

This will perpare the recipient and influ 
cncc him to consider the certificate, and the 
oiler of publishing the name m the high class 
and widely circulated catalogue, will generate 
in his iTund a desire for action A third letter 
at this psychological moment will be most 
Nahiable — 

llluttrJlion No 
Dear Sir, 

While I am keenly waning for your opmion 
I am receiving lots of letters from persons who 
received the sample package, testifymg most hi^ly 
as to the real mem of the novel preparation. 

The catalogue is about ready to go to the press 
and a line from you even now would be more than 
appreciated 

Yours very truly, 

This IS likely to secure a few good testi 
inonials As fast as several testimonials come 
in they are photographed and plates are made 
From those neat impressions are taken and 
sent out together with the fourth letter 
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Illustration No 154 
Dear Sir, 

Important letters hi^y testifying the ments 
and conveniences of the Tea Tablets arc coming 
in lots from people Wi-ho count in our country You 
are now one of the very few we are waiting to hear 
from 

The proposed catalogue ts already with rhe 
printers and the illustrations and facsimile letter-, 
speamens of which are enclosed herewith, ate nearly 
ready 

Our caulogue is intended to be complete with 
opinions from people of tutionai reputation atxi 
as such we value ywr opinion so much as net Ci> 
miss It. 

We wish you to take the important step now — 
to<Iay 


Yours etc 
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FOLLOW UP 

uTiLirv or roLLOwup lcttebs 
*1 businessman who js m the marked 
create a field for hts wares or effect 
sales to the consumers the utility of the folio" 
uj) letters cannot lie too much j raised ^ 
single sales letter cannot f,cnerill> interest the 
prospect specnlly if the article or the proji^si 
tion JS httlc known or has no jiarticiihr rtpti 
ration Lven for an established product ® 
follow up letter nn> sometimes he found de***" 
able and profitable 

Two classes of follow up letters 'ifc 
gencrall) required First when direct sal*- 
desired and sccondlj when the object is 
keep the mine of the article before the pubhc 
c>e 


ARRANCE A WEXX-PLANNED SERIES 

The either class of follow uj) lett‘->'"' 
should be arranged m a definite progrts'^"*' 
series comprising from three to six or 
separate messages according to the need o' 
circumstances The first letter in the folld" 
up senes should be the letter %shich is to 
followed up — that is the first letter sent 
answer to an enquio or the first selling or 
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collection letter In other vsords, the senes 
must be logicall) planned from the \ er\ begin 
ning if It IS to ha^e the desired effect It is 
the failure to appreciate this fact that explains 
nh\ nianj really good follow ups fail to pro- 
luce the desired results 

While It IS not alwajs possible to plan a 
complete selling campaign in ad\ance, it is 
both possible and reasonable to plan the gene 
lal principle, leacing the details to be changed 
as would be dictated bj circumstances As 
the pnidenj business man insures himsell 
against loss bj fire or theft, so the good 
business correspondent should insure his 
selling campaign against failure bj taking 
thought for the morrow, and preparing the 
waj m his first letter for other letters that ma^ 
tollow Indeed, «o great is the cumulate e 
effect of a properU planned senes of follow 
ups, that the best men m the profession make 
it a rule not to use c\er) argument or induce 
ment m their first letters but to keep «ome 
".hots in re‘:er\e for the need that thej know 
will arise Cautious foresight wins man^ 
a busmens battle that would othenvise be a 
disastrous defeat 

There is a bit of selling pS) cholog\ m this 
that is worth considering Manj persons 
make it a fixed, if unconsaous rule ne\er to 
respond to the first attempt to enlist their 
custom The> maj be slow to arm e at a dea 
Sion, overcareful m judgment, distrustful of 

MER- IL 
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themselves or of the wily salesman or jusl 
mentallj lazj , and they ha^ c been trained b) 
the mad order salesman to sit back and wait 
for a better proposition It is no longer con 
sidered good business practice to follow up the 
original proposition with successive cuts in 
price such practice is nianifestlj unfair to the 
first purchaser and stamps the house as trjing 
to get an unreasonable price for its goods It 
is considered proper for a follow up to extend 
the term of a limited offer to make special 
concession in the manner of pa>ment to send 
goods on trial or approval or to resort to other 
selling methods that at once maintain the dig 
nit> of the seller and suit the convenience or 
whim of the bu>cr It remains, tnerefore, for 
the writer of follow ups to exercise his 
ingenuitj m presenting his proposition in new 
lights 

PUVIWINC THE riBST LETTER. 

In a senes of follow up letters the first 
should confine itself to making a strong dear 
but brief Statement of the proposition depend 
mg for much of its selling force upon the 
actual value of the good-* offered and the ex 
planatorj printed matter accompanying it, it 
should leave to the follow ups more detail 
td expansion of the general line of argument 
XIach follow up siiould contain an additional 
reason vvh) the reader should buv reinforced 
perhaps bv the expcnenccs and opinion-, of 
others who have alrcadj purchased 



FOLLOW CF 


ill 

It IS not wice however, tor a fir t letter 
or an% of the follow ups to ^suggest that it is 
one of a ’^enea Eadi letter in the «;enes 
«houId giv e the imprea ion ot tinalitj either bj 
fixing a definite time limit, b\ p-edictmg earh 
exhaustion of the good< offered or b\ its tone 
and its in I'tenee upon quick action Never 
upbraid the reader lor not taknng advantage 
of prenous offer'; or even make am passing 
reference to them It there i a sound reason 
for haste on the reader s part the follow up 
•nav propcrlj refer to the onginal offer 

PRESENT A. VEW VIEW 

The follow up that is nio<t effective in the 
majont} of ca«es the one that gives the 
reader a new view of an old situation, a new 
reason to accept an old proposition Such a 
letter is handl^ much like a fir«t form celling 
letter except that it shorter ami terser in 
order not to w ear) the reader It requires the 
came care in the handling of its opemng and 
dosing paragraphs, and it mav resort to am 
of the tacts that will give it individuahtj and 
induce the reapient to read it through 

Le*^ u*; prepare a «enes of letters mduding 
the first letter on the sale of an ui'ipinng Book 
— The Greater Achievement 

iSustTOtfon So 
‘Dear ErieiKi. 

Stop and read tins Icttet — no matter tow fcus*' 
)-ou are. You may be deeply graxful that j-ou did. 
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We haw pu&Iished a Book that means world 
to you 

Every man, every woman, indeed every student, 
should read “ The Greater Achievement," no nutter 
what his or her life work may be This wonderful 
book shows you how to be more, have more and 
do more It is rich with priceless information, 
valuable advice, great surprise inspiring truth It 
is the book you should read right away 

It cells the great helpful thing that hooks rarely 
tell It IS a revelation A book of thousand 
wonders ’ 

It shows you the road to prospency, health and 
happiness in ways without end It’s for the man 
or woman who has groped m the darkness of un 
cerumty— who has wondered, wished and wanted— 
who has longed for suc«ss and wellbeing and 
contentment 

“ The Greater Achievement ” is making new 
people every day It corws into your life like the 
dawn of a new day It is a flo^ of clear ligh' 
that dispels d-rkness and builds new courage and 
fresh hopes from the hour you read it 

This book means more to you than any book 
you ever read. Although the price is Rj 5 wt ai” 
sure you would not take Rs 500 for it after reading. 

We enclose you an order blank, fill it up, 
writing your name and address very plainly, so that 
there be no mutake Then pm a five rupee note to 
rh- order blank and send le to us m the encIonJ 
self addressed envelope 



FOLLOW UP 


S15 


We know >ou will be oi'er]0)-cd aith tke con 
tents of this wonder %oIiime. In j-our boundless 
enthusiasm you will be eag*r to lend it to all j’our 
friends and want them to enjoy the many inspiring 
things )ou bale discoiTTcd. 

Send )our Rs. 5 for this book to-day’ 

It IS beautifully bound, gold lettered,- illus- 
trated MaJed postage prepaid for Rs. 5 Don t 
wait' You will always be ^ad you took this step 
You need diis heloful volume now’ 

Yous smocrely^ 


Illustration No I}6 
‘ Dear Fnead. 

Our object in wnting you again is to pro t that 
our prop os ition about “The Greater Achievcwnt ” 
IS som^ing more than the nie*e monev-gecticg 
idea. 

I do not know wbcdier >-ou will believt me 
I hope you will of course, if you won’t you won’t. 
It is just a simple httle question of faith 

It concerns roerely a book. And it concerns 
Rs. 5 I have the book, you hai-e the Rs. ? 

You can beheie roc or not — but nowiiere m 
all the world is there a Eiook that will do for you 
vdut dus book will do And nght now for a thou 
sand reasons, for your sake, and for the sake of your 
enure future, for the love of your health happiness, 
peace of mmd, pnde, principle and your whole life’s 
ambiUon, you should get hold of this book, at the 
earliest poss2)Ie moment and bum mto your brain, 
into your very being every thought it contains. 
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The book as you already know is called “ Tlie 
Greater Achievement ” and descnbes the factors of 
personal power required in the greater achievemena 
in business and social life It shows also the ways 
by which any man can advance himself to n-calth 
and power This book will grasp you by the hand, 
look you in the eye, and start right off to tell you 
in plain simple language exactly what will bring 
you the thmg you want in this life 

It can and will ponit out to you just where 
you may be lacking in your business make up It 
will tell you all these things clearly and truthfully, 
because it is frank and forceful and unafraid. 

Thu book will surprise you in a thousand ways 
by explauiuig things, you may have noticed in other 
successful business men— in their methods— things 
you have often pondered over 

It Will lay bare before you all the deep decisive 
truths you must firmly grasp and for ever make a 
part of your business self in order to do, to dace, 
to dominate 

You must get this book. You should get it 
n^t away The pnee u Rs. 5 as I have said. An 
order blank is enclosed. Of course I want your 
money with the order — but I am downright positive 
you be for ever glad you parted with the money 
Thai’s all I have got to say It’s up to you, Sir, 
Yours sincerely,' 

The third letter reminds the reader that 
he has not answered the previous letters Pro- 
bable reasons have Iseen suggested for this 
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failure to respond including among them the 
price of the book- It a\oid5 a sensiti\e point 
in the reader bj suggesting that price cannot 
be the reader’s chief concern jet proceeds to 
o\'erconie anj possible objection to price ira 
mense \ alue of this book to the reader has been 
emphasised 

Illustration No 157. 

‘ Fnend, 

You haw not answered mj letter about “ The 
Greater Achie\~ecnent.** May be it’s the pna' -hut 
whaicwr u was let me say this Evetj day j-oj 
nuss reading it, }-ou aie missing hig chances m 
business— golden ideas, nch epportuniQes, cashable 
methods, pteficable suggestions, clean cut solutions 
cf problems constantly consenting j-ou, things you 
ne^ m j-our business battle, things )-ou have longed 
for 

None, to be perfectly ^ank, it t^-on’t make a 
great deal of difference to me if you lose this chance 
of reading “The Greater Achievement” — but it 
will to you. 

“Oh, J'cs,” you saj, “he just wants to sell 
me his bewk and get Rs. 3 ” Of course T want 
to sell It and of course I want j'our Rs. 5 

But 

What man of ffesh and blood, ambition and 
ability even let a five-rupee doubt cheat him out 
of a nch mine of big ideas? 

Why, incredible as it may sound, I am dome 
more for jtxi by sending you this book than a man 
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who would hand you Rs 500 m cash tCKlay In 
“ The Greater Achievement ” there are secrets 
of turning the fide of things m your favour, and 
tummg It now, now, now. Not five or t<n or 
fifteen years from now, but to^y. 

Laugh at the man who tells you money and 
fame are just lucL 

Ltslen f There really is a well-defined system, 
whereby other men rose higher and you can And 
“ The Greater Aduevement” proves it all so clearly 
that anyone would grasp iC. 

“ The Greater Achievement ” opens nev/ 
avenues of accomplishments It reveals, it arouses, 
and redoubles your energies, givmg you purpose 
and power. 

All this may sound exaggerated, but the book 
IS here to prove all claims of what it will do for you 
The thing IS sure— if you send for it inunedutely, 
if you get this Rs 5 remittance for “ The Greater 
AAievcment” in today's mail— I guarantee you 
will always consider diis the best Rs 5 investment 
you ever made. 

Sincerely yours,* 

Such a letter is hound to be compelling in 
its appeal It has the qualities that the stronjj 
follow-up letter should always have 

Master this busines'" of the follow-up 
letters Its value is unlimited Plan your 
correspondence to include it 
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CHAPTER I 


ORGANISATION OF AGENTS 

NEED or AOEMCT LETTERS 
"Lr 0\\ n\ ER muiii a business house, or a 
manufacturing firm wishes for expansion 
-of trade, it cannot identiij itself i«th all its 
actmties It cannot sacrifice tlnciency and 
concentration in ta\our of diffusion which is 
accompanied bj loss of control Besides this 
there are other reasons tvh> even a big 
business house cannot transact business all b\ 
It elf The manufaaurers as well are «o 
much absorbed m the manufactunng of their 
output, that the} cannot find time nor hate 
•>the} the inclination often to carr} on a selling 
propaganda to push their goods in the market 
Business houses often operate through branch 
offices which hate been organised at different 
localities and there business is conducted b\ 
office managers under the direct guidance and 
instruction of the proprietor or the chief 
manager But oter and abote these there 
must be other w a} s of populansmg their goods 
in the market Herein comes in the function 
of the agents or representames who mainU 
deal with the head or branch offices through 
the mail, thus arises the need of draftmg 
agenc} letters 
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Agency letters so to speak ma> mait^b 
classified under two heads, viz , those froi^ the 
principals to their agents and representat*'^®^ 
and those of the agents to the houses If 
be seen from what has lieen said alrcadj that 
agenc> letters ami at lietter busines? 
popularising the merchandise of the mand^^^ 
turers and import houses and business 
That means the agenc> letters may be gro^P*^ 
as a particular kind of sales letter inasd'^*^^ 
as their objects do not in anj way differ 
those of the sales letters 

APPLICATION FOB AGENCY 

An agent to do his business success^tdl) 
must be a good salesman with 
resources He has to conduct the se^^'^S 
campaign which the monufacturers do not 
to perform themsehes out of jiressure of 
or out of reluctance to keep fresh staff fof mc 
management or due to the distance of the 
where the goods ma> catch the fanc) 
may m his turn appoint sub agents 
representatives to help him to fulfil 
contract 

It is quite natural that the principal or 
proprietor of a firm m awarding the authd*'>0 
of agcnc> would prefer a good Ini'iiness 
with business experience +he line ^ 
novice in the field He would rather 
to enlist the services of a resiiectable firm 
good references so that he maj rest 
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that hjs interests are m safe hands and that 
he can expect good and secure returns b'v 
‘mutual transaction. He would thus want a 
recognised and poshing firm a-^ his agent 
even if he has to offer more lement terms to 
him 


duties or A WOUUXBE AGENT 

Hence the fim dut> ot a would be agent 
wh2e wntmg to the manufacturer for the 
■'ageno should be to dilate m a glowung 
language, on the toUomng •— 

(1) The prospects of haiang his good** 
represented m the IocaIit> «houId be explamed 
Show how his interests will be ben seried b\ 
hanng repre«entaticn there If there is no 
competitor m that Ime at that place, refer this 
to turn and offer him, t£ possible, the new 
developments and attitude among the people 
to hold out new prc^pects for such commodi 
tie** 

(2) Having awakened the interests of 
the manufacturer jou would turn to the 
second point, i e . connecting his mterests wnth 
your services Narrate the kind and nature 
of busine'S jou conduct, your experience in the 
line \our hope and expectation as regards the 
agencv 

(3) The next pomt on which to write is 
the explanation of the terms of busine«:s. It 
IS, howe\er, better to leave the settlement of 
terms to the other part> but a possible waj of 
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■^elOmR the tenn-^ to muttnl htncfil imj bu 
tiiadc ^ 

( 4 ) rtinltj clow with tckDowlcdjjioent'*” 
of courtesj and a^wranccs of the best wrvice<; 

Aboic all nT jour application trj to shov. 
by ^onic pcr«:oinl louchts tint >ovi arc the 
fittest perwn bj \irt«c of jonr temperament 
education and experience to Inndlt the trade 
The letter should earn coiniction to the 
receiver and conform to all the requirements 
of a J700(l letter as rc^nrds stvic. forcefnlncss" 
and siuiplicitj 

AS*PLiCA«ON ron accnct 
The fohowmfj letter mi\ «crve as a 
guide — 

Illustration No 7 W 
‘Dear Sir, 

The quality of washing soap ^’ou are marlet - 
mg m Calcutta intcrrstj me 1 wonder why suen 
article should be so much scarce in Madras where 
use of soap by the people is rather more exfensn'e 
than in any other province 

Possibly you have not hit upon a mitable 
itpresentativc m this Presidency vbo can push ytwr 
ccrtTunodity profitably in this maTket I am in the 
soap busuiess for a pretty long tune and have 
secured conneaioiu iti all the pnnapal towns 
rfirou^out the Presidency I am willing to 
represent you m this marlet and if my repreaenta 
tion IS accepted niy long experience and wide 
organisation iwll be at your service 
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I am willing to represent >x)u on commission 
basis on ibe sale of a runimum quantit\ es-erv 
month return of sale bemg rendered e\-er) week 
regularly Payment to be made csxry fctel 
together wth the return of sale 

As to mv crcdeniial 1 would refer you to the 
Scent Manufactunng Co of vour town wiJi 
whom I have business dealing for a pretty Iot% 
time and who v-ill tell ytxi of my capaaty to push 
new articles tn dus maihet. 

I hope \-ou will decide to let me sent you 
Vours rery Quly 

AKOTHTR FORM 

Uhen the ippiication for uilj Ik 

in reply to an a<h erli«ement in a newspaper 
the folloyMnti may serse t trtntlc — 

IlliistTiiMn No 1^9 
‘ Dear Sir, 

Your announcement in the National Da2\ 
regarding your stos-e attracted my attention and I 
feel I shall be keenly interested m pusKmg your 
commodity in this market 

I am already representmg sestral foreign 
manufacturers and base a number of regular 
wholesale buyers m the out station who get things 
at rfiis store regularfy and are satisfied wnth our 
dealing 
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If I can find a countty made article of the 
quality of the foreign manufacture, I am sure I can 
push tt throu^ our mari^t 

I am willing to work on net fued pnce basis 
Payment to be made at 45 days’ sigjit of the 
invoice, freight to be included in the cost. 

If you lire mterested in my proposal I 
be ready to hear from your side immedately. 

Yours truly, 



CHAPTER 11 


PRINCIPAL TO AGENTS. 

INSPIRING THE AGENTS 

A It IS not po bible for anj big firm to 
handle a \anet) ol article^ ‘•elling 
through agent's is the most comenient and 
profitable ivaj to create an e\tensi\ e market 
Some of the firms are so well placed as to 
be able to secure good agents who ar^ capable 
b> force of character and application ofpting 
an initial impetus to the business, which it <!0 
much requires for successful progress 

But the best waj to get agents is to ad 
\ertise in papers *1111$ will secure from far 
off places agents w ho are capable of being pro* 
perlj trained This must be done b} letter>; 
tactfullj written 

Newer and better methods of salesman 
«;hip need aho be taught to agents sent out 
to places to popularise goods in the face of 
unprecedented odds amidst people of different 
nationaht) and custom Letters are frequently 
the only method to comey to them the new 
ideas for sale which the principal de'Jires to 
impart to the agents for letter business 

On“ of the prime requisites m such letters 
is tact and these should besides contain sales 
education and general principles, laws and 

MER. 15. 
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ethics of salcsmaiiahip fhej should at onct 
be fncndlj warm informal and tnihusnslic 
In such cases success of the agents and const 
qentl> of the firm depends more upon how 
these klters are elTcctivdy written 

Tht letters to agents are regular sales 
letters in some respects but these are some- 
thing more than sales letters B sides awak 
enmg and sustaining ihcir interest m the sale 
of the goods it must be impricssed ujion thtir 
minds that it is on them that the reputitton 
and credit of the firm dcjicnds 

LETTER OrrERINB ACEVCT 

Just as prospcctnc agents appl> to the. 
firms for ordinar) sub or sole agencies the 
man at the head of a firm has to induce busi 
ness firms to take up agency of his pro<htcts 
This is done in inoj.t cases bj sending out cir 
cular letters and follow ups when neccssar> 
In such letters >ou talk of the excellent quali 
tics of >our products the keen demand for 
them m the in*.rkct and hint that it will lie 
a desirable line of business to carr> on As 
such ihes letters arc more or less sales letter-, 
md ‘.hoiild be written as such 

TEPLT TO ACENCT APPLICATIOV 

We gne below a letter being a rply to 
the application foragenej given m the previous 
chapter 
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Illustrations No 160 
Dear Sir, 

1 hav-e (he pleasure to accept )our oSer of 
agency for the sale of our stove ui your market 
and I am sure if a right kind of salesman push it 
he will be able to replace ail die foreign manufac 
tures that rule the mariiet now 

Indeed our stove is manufactured with up-to- 
date madunes, from thick sheets and selected 
mateiuls, and tested with such scrupulous cam that 
no defect can escape. 

It IS a ready seller and our guarantee of 
replacing defective ones even after use for some 
tune arms the seller with confidence m the goods 
he sells. 

Out and out sale on a net fixed price basis 
IS indeed advantageous to both of us but 1 regrec 
45 days’ credit u too long a term. I can offer you 
a 21 da)^ term so that you can reimt tbc amount 
* of the Bdl to our Banker m 21 days of }‘our 
acoptance of the BJL 

The reference you quote is satisfactory and 
if yT3U ac c ept the terms of payment I shall send you 
the first consignment. 

Yours etc. 

LETTER RErUSlNC EXCLUSIVE AGEXCY. 

The following is a reply to the same letter 
blit in this the application for cxdusi\c agency 
is refused: — 
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Illuslralton No 161 
Dear Str, 

This will acknowledge the receipt of your 
letter of We would not consider it 

3 good business proposition to grant you the sole 
agency for the sale of our stove in the vast province 
of > unless you were to agree to order 

a certain number of articles annually The agree 
mcnt IS to carry some sort of provision that orders 
would be spread over the year in order that they 
would not be bunched at any penod but would be 
spread out in order diat we might have a steady 
outflow from our plant 

How many stoves do you think you can 
dispose of dunng the coming month’ On hearing 
from you m this point I shall reconsider your 
appliation 

Otherwise, if you desire to work as ordinary 
agent I can offer you an agency commission of 5 
per cent and 2\ per cent on cash payment on our 
scheduled wholesale rate The enclosed terms to 
agents will give you other informations 

Yours etc. 

LETTERS TO FIRMS SEEKtNC ACENCT ROSINESS. 
When a business firm the manufacturer 
of the stove offers agency to another business 
firm which sales by adverttsement such agency, 
the following letter would be serviceable — 
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Illustration Ao 162 
Dear Sir, 

Wie ha%-e seen your aAtrtiseinenc m j'our /ocai 
paper that j-ou are t^jen to entertain offer of 
agency for a counttymade sto%c. We call jour 
attention to our stove. 

This IS manufactuxttl in this country by Intiian 
capital, supervision and labour, and with such 
scrupulous care that every part is subjected to 
severe test before being placed in the market. Our 
dealers can sell this stove tenth the confidence ef 
selling a nght thing Sudi confidence has never 
jet b«n shaken. 

We enclose herein a discount list to the trade 
for the various lands of stove tet manufacture We 
shall offer j-ou an miciative rebate of S per cenL 
over the usual discount and shall continue this 
rebate if the orders from you suffiaentlj 
guarantee this. 

We desire j-ou to menuon two Calcutta, 
references. To the new party our term is cash on 
delivery but as our rclaoon matures tee can offer 
betrer terms. 

Yours etc 

EQUCATIXC THE AGENTS 

After the appointment of agents and 
settling the terms of business v\:th them, the 
most important task for pnncipa's is to educate 
the agent \ye deal with this m the following 
chapter 
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EDUCATING THE AGENTS. 

Bt LCTTCRSp 

^HE letters to the agent*; with .1 %jeu t<» 
educating them m promoting the sal^i, 
may be classified, according to the ptirpt?*!- 
these are intended for, into the folio*' 
mg grades ( I ) Letters to prosjitctiv c agenl^s 
(2) iettjsrs to create enthusiasm, (3) letters y> 
speed up sales, (4) tetters of criticism and (?) 
letters introducing neu incrchandi'-c l^t 
take them one hj one. 

LBTTTRS TO PROSPECTIVE ACBMS 

Tht follow mg paragraphs show how proi* 
pective agents should Ik. educated in the niatt^-*' 
of sales — 

Illustration No 16S 

‘ Test, test, test rewaU the tnumphatic mcri” 
of the Reluf Stove Tha^s why u u sure to plesW 
and «s self selling Tlicrc arc lots of money f®*’ 
you nght now m this proposition if you will caf® 
fully read the enclosed literature and write to u* 
at once, freely and frankly, jUst how you fee! aboH' 
taking up the sale of die Relief Stove 

We are willing to coK^ienite m every way widi 
the right kind of live, tiding, resourceful peopl® 
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who can go out and create business and we will 
Utcr ha%e a very intetestmg temtonal propositjon 
to offer, with general agency We want some one 
in your locahty who is chokehil of energy and 
enthusiasm and we want him nght away He 
simply cannot help but do a rattling big business 
m Relief Seme 

If you are that man, get busy to-day and let 
us bear from you, better get your letter off in to- 
Di^t^s maiL’ 

UTT E RS TO CREATE EVTSTISIASM. 

In w ntjng letters to create enthu«!asra our 
readers arc referred to the siigtrestion on that 
head in our prcMous section bhow him that 
there is big money auaitmg him which he inaN 
acquire with this simple sense m business and 
ability 

We gi\e below an example which demon 
strates how an inspirational letter may be made 
to render w onderful help to the agent*; — 
Illustration No 164 

*I personally hast faidi m your abihty to 
imhe your sales this season suroass all former 
showings. I am anxious to cooperate with yxKi 
through eicry business. Gc af'er it with head, 
heart and hand. 

You hast only to put a firm foot down on 
all hesitancy, lad, of confidence, or fear — put 
estrythtng and everybody aside ard go to it 
earrestly, eagerly and mtensely, with evtry mdi of 
your manly rtsol^t.’ 



SZ2 >rAIL OnDBR LFTTERS AND JIETOODS 
LETTERS TO SPEED UP SALES 

Letters to si>ced up sales convc> in mcw 
point something more than those for creating 
euthusiasin In addition to the essential^ 
needed for the abo\e, the letter should gue 
practical suggestions regarding salesmanship 
and better principles of Imsincss You nu\ 
here guc them verbatim copies of letters frbni 
the net work of agents in the country You 
give their experiences and suggestions to those 
who need them most and above all sustain in 
tercst m them b> indicating what proBjicct*? 
await them and how others arc faring m the 
line 

Here IS a portion of a letter whieh 
demonstrates exactly how this speeding up 
process may lie handled — 

Illustration No 26J 

‘ He who has lost confidence can lose nothing 
more He who has found it can win everything. 

For It IS not altogether the article you are 
selling — it IS what you tiuLe of it I is the valu* 
you build in the prospect’s mind It is the pc 
tutt ycu weave in his brans that makes him buy — 
whether it u a safety lock or something else 
worthwhile 

Ar^ I know, too, that you have the envubk 
spint 01 self nvaliy You want to do better in the 
commg year than you did in this You want to 
climb higher, reach out into broader fields lay 
bigger plans for your sales during the coming 
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twtiw months. You ate the test article 

m j-our line — an)-fcotfy can buj an)'where — 
something that bu^ at ajtnpetmon and challenge* 
r to produce a superior 

LETTERS or CRITICISH. 

Oi.C'i'-ion*; al o an^. for the manutactur 
trs and ha«me"> firms to >>end letters ot 
critici'ni to their agents and reprc^^entatnes 
The pnnLipk underUing the nunst be 

con':tnicti\ e and not de«lnicti\ e The tone of 
the letter «hould b\ no means be pro\ oking and 
di«couraging The detect^ m their s\5tem of 
working «hould be pointed out. while newer 
ones and profitable ones ‘should be ^nggested m 
a ino«t congenial manner on ma\ aI«o draw 
their attention t* the pomt« \ou want 
to impress upon them 1)\ writing to them what 
«ome other agent i« doing to impro\e his 
methods and increa«e his sale' 

umiODncnoN or new goods 
Last of all, the agents are to be approached 
whenever vou want to introduce new mer- 
chandise in the market Enlighten them on 
the great lossibilities ol the articles and the 
ctrong <;elling jximts about them Such letters 
’=hould contain all the characteristic'^ enjoined 
for a ‘Jale-' letter m our prevnou-. chapter-: 
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LETTERS TO DEALERS. 

UESSACC OF NEW BUSINESS 

"DETAIL dealers who arc not actually agents 
soiiictinies reijuirc to lie “braced uj)'’ anil 
a friendly message of encouragement to th6m 
m man) wajs is akm to the message to the 
agents These letters to the dealers should be 
written with the \tew to introducing a new 
merchandise or to inducing dealers to put an 
article right in stock or to giving some new 
mfonnation about a line already in stock 
Such letters should gne the dealer mfor 
mation about the ijuality and manufacture af 
the merchandise and suggestion as to how to 
present the article to the public Rtmeinber 
that the customer wants to know the merits 
and \alue of the gooils, while the dealer wants 
to know about their sakabihty and a letter to 
the dealer should contain Imth the topics so 
that the dealer may he induced tn stock and 
trained to educate the hu)cr, 

A TYPICAI. LETTER. 

We give below an excellent evamplc of a 
letter of the “de.altr’s help” lariety — 
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Ulusnaiton So 166 
De-i^r Frie-KD 

Demand u die dung! 

The enocmous demand for our Tiger Brand 
products was built up not throu^ persistent adver 
rising — but upon die solid rod: of stctlmg quality 
Persistent advertising has helped tnde^ but 
the pure, unadulterated <pialit> of the Tiger Brand 
goods has mdelibly impressed itself upon the tnmd 
of the users of die best, o-eT>"V4'heft 

The people know the real thing when they see 
It. You cannot fool them. 

Now when yxiu handle the Tiger Brand pro- 
ducts, and yw should handle the full line, no other 
dealer m your town can con^te with ytu because 
we will not sell the jobber, your Tiger Brand prePts 
are therefore your own as long you handle them. 
You arc protected every day m the year against 
local compeotion. 

This IS the land of the Ime you should carry 
You really ouf^t to write us about it at once 
Tiger Brand amdes are the most literalh 
advertised of any m the country And all that 
benefit comes to you free 

Let us hear from you — no* to-morrow — but 
today 

ANOTHER rORie 
lllustTdtton i\o 16^ 

GEJmE-MEN 

Would you be mieresttd m a proposition to 
take ore of the “Fcotwea*” trade m your vionity ’ 
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We do not have a dealer in your town at present 
«d we know that there are people there who wa? 

Footwear” shoes 

These shoes are easier to sell to the average 
person than any shoe made— our advertising 
m every well known mazaginc, every month, keeps 
demand up evecyishere 

Our dealers m every seaion of the country sa/ 
that our new me'hod of merchandismg has done 
more to help them make more sales and mo^ 
money than anything any manufacturer has ever 
done before Throu^ our plan you can supply 
every need for good shoes in your town with a very 
moderate investment, which can be turned over very 
frequently Evetything which has made the retail 
shoe business unprofitable and uncertain « 
eliminated. 

We would like to tell you about the Retailers' 
Reserve System and will send full mformation aoi' 
our new spring and summer catalogue if you will 
mail the carcL You have our assurance that we wJI 
not write to any other dealer in your town until 
you have had ample time to consider our 
proposition 


Vfry truly yours, 
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THI. CREDITOR AND THE DEBTOR 

SCOPE or COLLECTION LETTERS 

jT^RLDIT ha'i come to •'taj as an nnix5rtant 
feature of mcxlem business \ o Imsine^^s 
tJlher of mamifaclunns wholcsnlL or r'*iatl 
kind can proNpcr without ev.ien«t\e credit 
on certain definite or indefinite conditions 
Credit increases and strengthens the purchis 
mg |X)wer of the customers where cash tran 
sactions wouhl cripple demand lor want ot 
ample funds at the d '•po>al of the purchasers 
^ptcialh to stimulate larger sales the ad\ant 
age of the credit s\stcin cannot K o\er 
estimated But how are the dues and out 
standing bills to be collected limch ' Herein 
comes the scope of collection letters 

The mam jwint to Ik. noted in ».ollection 
letters IS the obsenance ot vcnipuloiis punc 
tuabt\ Letter^ of demand should be sent as 
son as the amount falls due othenMse the 
debtor would understand that the creditor is 
not s\stemalical in hi> transacuons and not 
much pressctl for monca ami can wait for a 
few dajs more pos«ibK Dues are dues and 
loans are loans» and there need not be anj show 
of reasons wh\ the dues are to lie paid more 
than that these fall due bj such and such date. 
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A TYPICAL EXAMPLE 

Below IS given a examj)!t of a 

simple collection letter — 

llluttration No 168 
Dear Sir 

We did not fxar from you relative to your 
account We know it is a small matter and m all 
probability you have ovedooked it among the man) 
details of your busy days Won't you remember 
to fix It up today so that we may close this balance 
in our books’ 

We hi^ly vaUie your contmued patronage and 
want to do everything m our power to preserve our 
pleasant business relations. Like every other busi 
ness, outs is sustained by the moral support of our 
customers 

Won’t you kindly make remittance to us 
to^y by cheque or cash ’ 

Coidudly yovrs 

HELP COMMON VNOERSTANDING 

Another point to be considered in this 
connection is that it is much easier to scU bs 
letter than to collect the dues bj letter post 
The writing of the collection letters needs spe 
cial care and attention and requires a clear 
sighted analysis of the position between the 
creditor and debtor and a clear understanding 
of the terms between them The letters should 
first attempt to bring out a complete under- 
standing of the obligations on both sides 
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Oiten delinquent in pajments ma\ be traced 
to mi'^nderstanding of idle term'- and the cor- 
respondent betore he takes up the case -hotild 
arm him«elt with all the facts and figures 
belore he goes to explain in the matter 

TONE or THE IJITTER. 

The tone of the letter should now form a 
matter for earnest consideration Much de- 
pends on the attitude of the debtor and the 
pre\nous record to transactions made bj him. 
Millie sometimes a reminder will bring m pa) 
ment, firm letters offenng suitable terms tor 
payment often go in vam It is lor this reason 
that correspondents generalU diMde the debtor 
into three chief classe*. ti-, the reliable kind, 
the careless, s’ow paving kind, and la«tl> the 
doubtful or dishonest kind. Of course, it J3 
hard to note at first into which of these cate- 
gories a particular debtor ma\ be classed and 
so it !'• alwa)S good to send at first courteous 
reminder for default in pa\-ment 

\pproach *-houId be made in a fnendh 
and respectful tone, presupposing that the 
amoimt due perhaps escaped notice and re- 
questing that the raonej should be remitted 
as earl) as po-siblc . and il this letter gets no 
response follow it up with a iriendh letter that 
seems to talk the situation o\er with him 
j These letters will suffice to get pa\'ments or at 
least responses from the reliable kind of debt- 

JiER. le. 



Ut MAIL OKDEIl LETTFRS MFTHODS 

ors who hi\€ fallen into arrears because of 
misunderstanding or change of finanen! 
affairs But these e\cn ina} not arouse the 
susccptibilit) of the cardcss slow paving cus 
tomers They need frequenter follow ujis as 
being rather cardess and hahituall) out of 
funds tht) do not cart to jny up unless a con 
slant dunning at thtir ears is kept up 
Proposals of instalment system of payments 
ind other like projvos tls suit them Ihii thc«e 
Lvtn ma} not be attractive to those who arc 
unwilling to pa> The ktters to them shoul 1 
bt firm and direct but on no actount slmul 1 i 
threat be held out that if the payment at least 
i part of It be not made b> such and such date 
the creditor will have no alternative but to pul 
the matter m the hands of the la>er 

A ttpical lettek. 

Here is an evainpic of i letter which 
breathes a firmer tone — 

lilustraijon No iC9 
‘ Dear Sir 

Eveiy day wc have been expecting a remit 
tance from you Somehow we cannot believe y<w 
would intentionally Jet this little obi gation go with 
out payment 

You will agree we have been very very patient 
about It and have refrained from unpleasant action 
feeling sure you were tl»e right kind of person and 
would pay 
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Surely j'ou won’t let us wait any longer 
Kmdly write your cheque for the amount and hand 
rt o\Tr to the beam of this. 

If }-ou cannot possibly pay the full amount 
now, pay part, and your application for extension 
of cme on the balance %nll be given our prompt 
consideranon. Wntt us at once, mahmg partial 
remittance so that we mat Inoik your mtendons 
arc good. 

Kmdly attend to dus todav suit 

Voirri trulj' 



CHAPTUi II 


FOLLOW-UPS IN COLLECTION 


A FEW HINTS 


CORRESPONDENTS concerned uith the 
^ writing of the collection letters will find 
the following hints for preparing a senes of 
follow ups verj useful The successive deve 
lopment from a gentle reminder to a formal 
notice of legal action is given for their guid 
ance 


As we have pointed out before the first 
step in matters of outstanding bills is to send 
a friendly notice of the <lclimjuent account 
suggesting that the debtor has perhaps for 
gotten the amount due and giving indications 
that the creditor anticipates full pa>’mcnt on 
receipt of the reminder The task is no doubt 
delicate especiall> when the debtor happens to 
be a customer of long standing and ahvajs 
legular m his pajments But still the task 
must be done w ifh due courtesy and apprecia 
tion of the customer s jiatronage In short it 
should be a cordial invitation to begin with a 
clean slate again 


LETTERS TO DELINQUENT PATRONS 

Here is an instance of a particularly 
cordial note to delinquent patrons whose hu«i 
ness IS thought valuable 
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lUustTjtion L^o. 170 
‘Dear Sir, 

In mmcg to out accouacs we <Lscovcr the 
enclosed unpaid item under your name. Mote 

bkclv this htile matter has entirely esaped 
s-our tRcmorv we feel that m wntmg you about 
ff. our let»r wjl be taken ccetely as a matter you 
wish us to to vour attenacn. 

This firm has always raiued jTJor patronage 
most b^v, and we feel it an horour to have your 
naiM on our books. Kmdly regard this purely as 
a reminder, and make a rtinittacce to us at your 
earlxst consroionce. 

Cerdialli yours,’ 

Here is another example : 

lUusTTjtum I7l. 

‘Dear Sir, 

WMe wo were prepanog to ship your onJer 
for hoaxry, cur attenuca was called to your 
account. 

I am somewhat surposed to rjitice that there 
IS Rs. 298-7 due for October bills and that 
notwithscmding Ae fact that we drew on you on 
Jaraiary 8, no returns have been obtained. 

It IS very necessary, of course, that tbs 
acccurt be di^wsed cf mmiediately, and it is 
espeaally to be regretted that tbs coninon 
pr e v en ts us ftom adding further diarges to your 
acniimc for the tsae b ea i^ 
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Wt feel confidtot, however, that ixutstr 
has been neglected through oversj^t on the part 
of youc book keeper, and we are lookitig forward 
either to a direct remittance or to the prompt 
acceptance of the draft 

Yours very truly/ 
REQUEST EZPlJUtATTON 

When this has failed it should be followed 
up with a frank, request for an explanation 
Write m a pleasant conversational style that 
would not offend the debtor in any way and 
yet It should be something more than an 
ordinary reminder Tell the customer that 
you did not hear from him, perhaps due to 
oversight or to pressure of business of varied 
kind Make a personal appeal for payment or 
enquire cause of delay But it should be like 
the first one reinarlrablc for goodwill to the 
customer and a straight forward request for 
settlement 

The next sCep m the senes is the sugges 
tion of preferring assistance Work out some 
way so that the delinquent buyers may find 
some possible ways of deanng up their debts. 
Financial embarrassment often retards pay 
ments and attendant difficulties disincline the 
customer to write to the creditor for loss of 
prestige and credit, and it is on these teniis 
that they will close up with a sigh of relief 
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Collection letters modelled m thia tishion have 
brought about amicable settlements where 
han:h and angry letters have entirely lailed- 
A aympathetii- and helping tone is the keynote 
'it thi'i km»l ot letter 

APPCAt. TO ramn a.'sis jtstics. 

Lven when this letter is m vam. a direct 
appeal to hi'i pnde justice an<l reason mi\ 
prove sticces'-ful This is the climax to the 
sene'< \ppeal nuldly to his moral obligation 
to pay up the due. his honesty as a busmens 
mar and hi” seasc of honour and self respect 
as a man. such letter earnestly written, u 
very likely to have the dc«tred effecL Here is 
a typical letter. 

[Uustrjtwn .Vo. 172. 

Dear Sir, 

You onnoc say wc have not been patent with 
TOU. This IS our fourth lencr rraartirg the 
esdosed unpaid accocnc V7e feel that, in all 
faiT'css, we are eroded to seme land of repiv and. 
if cat a full, at least a partial ccmitaces of the 
endosed acxcunc, 

Sutelv you would net have us forward you 
OCT mcTdiandise ard cheerfully esterd you cred-t 
— the" ce^ect to pav os. 

You do not wtdi to go down on record ir 
husiress ardcs as a man who refuses to neet his 
just obligations. It would mstandv aPtet your 
credit standing. 
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For your own sake, p!casc don't ncgfcct the 
matter another moment, hut close up thu 
little account to^lay 

We expect your sending a cheque or an M O 
by to-days mail. 

Yours very truly,' 

STATE INEVITABLE OUTCOME OF DELAT 

The next item js direct statement of 
ine\ liable outcome of delay When the appeal 
to honesty, sense of justice reason, etc proves 
ineffective this measure is to be taken recourse 
to But It should by no means take the form 
of a threat Set forth what you intend to do 
on further ncj^lect of the matter and make him 
sec that the measure is unpleasant to you and 
> ou take it vs ith extreme reVuctance The tone 
of wntmg^ should be earnest and firm Here 
js an example 

Illustranon No 173 
‘ Dear Sir, 

We do not want to proceed against you for 
this amount but have exhausted all reasonable 
means of getting you to remit amicably As a final 
effort to settle m a fnendly way we wnte again. 
Of course if you do not respond to this we must 
proceed to collect otherwise We still hope you 
will do the square thing and trust we shall hear 
from you at once 

In a former letter wc offered to accept part 
payment and allow tune on balance We will still 
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Consider this if >‘ou cannot pay m full nov.. 
we ask is an esndence of your willingness, to p^'’’ 
and will expect a remittanoe by return mail. 

Yours trulj,’ 

CtVC FORUAL NOTICE OF LEGAL ACTION. 

The final one, if all the'sc prove iina\a’^‘ 
mg, IS the formal notice of legal or otli^*’ 
positiv c action. E\ cn at this stage the credit®*’ 
should show fairness b\ saving he intends to 
bring in such and such action with reluctance 
unless the iiavinent according to the terms pr®* 
posed be made by such and such date. TH*^ 
procedure will further strengthen voiir poMtJp” 
inasmuch as )ou give the debtor ample time to 
tonvifieT ONCT 'I'nc Tntfi\cT. '^'nc 
if unresponded should incline one to belie'® 
that the debtor accepts the debt as he has n®t 
said anything to the conlmrj up till no"’- 
Let a fmc thread of logical thinking ri*® 
through the whole scries and the tone lie qu^te 
firm and decisive. The final letter mai ^ 
drafted thus: — 

Illustration So. 17-f, 

* I^r Sir, 

Wc are again wntmg about the small accoU”* 
noted on the enclosed siaicment. Since vx }!>'■* 
had no response to our many requests for pajmel'*’ 
wc take it for granted that the account u corr^ 
as rendered. 
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Unless we hear from you by the 15th July, 
wc shall be compelled to turn the account over to 
OUT attorney for legal acootu This we dislike to 
do, but wc have given you every reasonable chana 
to remit It is therefore necessary we collect the 
amount at once or proceed as stated. 

Respectfully yours/ 



rH.vrTEii in. 


COLLECTION AGENCY. 

A sEsrcs or couxcnon tfiriEHs 
A cnllcLtion oi acLOunta w cittn a dilScui: 

pieue ol bu^l^es^ atraming the amiable 
trade reKtiuns between parties and as a;;enc} 
for cnllectifjn ii n«jt much ot a recocfnistd 
business in this country as m more advanced 
tridin? cnunmca, we gi\K below a senes ol 
letters w uh a vnew that some one mij find this 
collection ot what maj '•eem to be bad debts 
a »uitabl«. b«'ine<s for him In the tollowmg 
senes nt tour letters the first three have an 
amiahlc personal tone that appeals to a man*- 
-en-e ot honour and pnde The fourth is a 
demanti tor immediate paj-ment before legal 
pruccLding^ are institutei 

/l/ttifrsfjofi .\o /7L 
‘Dear Sir, 

A man u krowa by the companv he fceepi, b) 
the fcends he tnakea, by the wav be pays his hlls. 

Surelv ycu don’t wart this small debt to 
dlsCTedic you in the eves of the business world ^ 
Surelv your prde and peace' of mind will 
rot permit it. You have negTccred the matter 
thcughdesslv Any cun ts luhte to do that I 

But now you have bnkn yovr ward And 
that’s som.ething ftv self-tespeccng men can brmg 
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Unless we hear from you by the 15th July, 
wc shall be compelled to turn the account m’cr to 
OUT attorney for legal aaton This we dtsLke to 
do, but we have given you every reasonable chance 
to remit It is therefore necessary we collect die 
amount at once or proceed as statecL 

Respectfully yours,' 


CHAfTER UL 


COLLECTION AGENCY. 

A SERIES or COLLECnOV LETTERS 

A b collection ol accounts la ottcn a difficult 
piece ol business straining the amiable 
trade relations between parties and as, agenc> 
for collection is not much ol a recognised 
business m this countrj as m more adx-anced 
trading countries, we gi\e below a senes of 
letters with a new that some one ma> find this 
collection ot what maj seem to be bad debt* 
a suitable bu-ine«s for him In the lollowmg 
atnes ol lour letters the first three ha\e an 
amiable per<onal tone that appeals to a man\ 
«cn«ie 01 honour and pnde The fourth is a 
demand lor immediate payment before legal 
proceedings are mstilutei 

Illustratton No 17^. 

' Dear Sir, 

A man u fcno».-n by die company he keeps, b) 
the fnends he makes, by the way be payr Aii bdU. 

Surely you don’t want this small debt *o 
discredit you in the eyes of the business world ' 
Surely your pnde and peace of mmd will 
not permit it. You have negicacd the matter 
thou^tlessly Any man is liable to do that * 

But now you have iroJien your uvrj And 
that’s something few self-rc^iectmg men can brmg 
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themselves to do But you can “ redeem yourself” 
Do It nos ’ 

Attach your rmutunce nght to this letter 
We will understand and promptly send you full 
receipt 

Cordially yours/ 

rOLLoWVPNO } 

Illustration No 176 
‘ Dear Sir, 

CXir clients arc gemlcmen So they want to 
treat you accordingly Don’t be ungrateful You 
surely realise their good intentions 

They ask us to use every f'ohtt means to 
collect this claim before embarrassing you Nov, 
why not dispose of this small matter, so that every 
body concerned wdl be telwved ’ Send us imme 
diately youC^ cheque or postal order for the amount 

We shall be glad to mail you prompt receipt 
and will immediately report your kind payment to 
our clients 

Anticipating your action by return mail, we arc, 
Yours very truly/ 

rOLLOWITPNO 2. 

Illustration No 177 
‘ Dear Sir, 

You guard your good name m all other ways 
— why not protect yout ttpuution by lleepmg ><?«' 
promise ^ Surely you don’t want every one to 
know you would deliberately go back on a personal 
pledge like this' You really can’t afford it 
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But OUT reputation as coHectors is also at stake 
if we do not collect So we must take quick and 
aggressive action against you unless you will attend 
to this small matter right away 

Don’t let the thing lag any longer Get nd 
of it Pay it immediately Send your remittance 
by the very next mail We will promptly send you 
full receipt And ever>body will be happy 

Yours very truly,’ 

FOLLOW UP NO 3 
lllustTation No 178 
' Dear Sir, 

This IS to notify you that suit will be brought 
on this account withui ten days from above date, 
unless we receive your cheque or at least a portion 
of It before that time 

This ts OUT final word to you We send it 
because, frankly we dislike the trouble of a law 
suit just as much as you do However, if you 
fail to pay by return mail, our attorney will receive 
>our account with instructions ro sue at once 

If you thmk our patience, our repeated letters 
all mean we won’t sue you and are merely 
“ bluffing,” a real surprise is m store for you 

This notice is absolutely final It is simply 
up to you 

Respectfully yours,’ 

ANOTHER SERIES OF LETTERS 

The following group comprises eight 
letters which may be used by collection agency 
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from the time the account js placed mtli them 
until the transfer of claim to an attorney foi 
prosecution The tone of the letters is iitrcmp 
tory and the debtor is reminded repeated!) that 
failure to remit at once v.tll cati&c suit 

THE riBST LETTER 
Illutlration No 179 
* Dear Sir, ^ 

Mr ^ 

an unpaid arcount against you of Rs ‘T'^^|A,Ve 
have guaranteed to collect or prosecute this claim 
Avoid all unpleasantness by forwarding us cheque 
©c postal order on receipt of which we will return 
bill duly receipted 

No additional costs wiU be added to this 
account tf payment is made diren to this office by 
rtfum mail Takf adtaniage of ihit 

Yours truly,’ 

ANOTHER roRM OF THE FIRST LETTER 
Illustration No 180 
‘Dear Sir, 

We have been instructed by our clients Messrs 
Qapper Qaw and Carp, to apply for payment of 
Rs 326/10/ , the amount of their account against 
you for goods supplied dunng the last year The 
length of aedic tiow extended is the utmost they ar- 
able CO allow, and on their behalf we asL you for 
a settlement by return of post 

Wt temairt, Sir, 
Your obedient servants'. 
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FOLLOW OP NO 1 
Illustration No 181 
‘Dear Sir. 

Reccntlj we adviseti >’ou chat Mr 

o£ , had placed 

in our hands for collection an account against )-ou 
amounting to * 

We have had no response from ytm If there 
L» an> reason wh> this account should not be paid 
now, kindlj advise us Otherwise we will eTpect 
a remittance bj return maiL 

Hopmg to hear from you promptly, 

We rtmain, 

Yeuts truly,’ 

FOLLOW xrp NO 2. 

Illustrattan No 182 
Dear Sir. 

You hate not settled the abrnt claim. Your 
immediate attention is requested. Nc^ect to pa; 
honest debt not onl; leads to trouble, loss of 
time and rroneV but also loss of teputanon for fair 
dealing 

If you do not act immediately, w^ must procur*- 
a judgment and collect by execution Don t thmt 
you need pay no attenboo to the matter 

The law makes it cost mote to beat a creditor 
out of an honest claim than to pa; MaJie arrange 
ments to pay at once Let us hear from you bj 
return mail 


Yours truly,’ 
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FOLLOW DP NO 3 
Illustration No 28} 

‘Dear Sir, 

We Have given ywx every opportwi^ to adpst 
the above claim without trouble or expense 

You are hereby notiliet} that unless satisfactory 
arrangements for settlement are made with us 
within ten days we shall bring execution action 
without further notice The account is t^ay 
being marked on our ‘ Execution Calendar ” 

Yours truly.’ 

FOLLOW VP NO I 
Illustraiion No 184 
'Deaf Sif. 

We should regret to bnng execution action 
against you In view of Wiat that would mean to 
you before proceeding we give you this fmal 
opponumty 

Wc can allow you to settle in partial payments, 
but must protect the nghts of our clients. Our 
usual course would be to secure a judgment This 
would add heavy cost and interest 

We enclose a note for the amount, with no 
costs added. It provides for a payment of 

on each month Return it 

to us properly signed and all action will be stopped 
Yours truly,’ 
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roLLOw CP iro 5. 

Illustratton No IS5 
*Dear Sir. 

Wben our client extended credit to )-ou it 
thou^l j-ou vkTiuld keep word. We, too, 
of the same i^mioo. You deceived us both. 
are surely not dead of every sense of upnghtne*'*- 

Lfnless this letter fcnnps a replj, drast^ 
■mtajurei »itf be used at once If that happei:>s» 
you must blame yourself We extended an oppc>t 
tunity «4uch you ignored. 

Eitber remit bs return mad or sign and rettt™ 
the endosed note. 

Yc«Tvtrci\J 

rOLLOWUPNO (. 

Illustration No IS6 
‘Dear Sir, 

We todav mstructed our attorney to bnJtS 
execution action. There will now be — 

costs to be paid 

Unless you malx anaugcments for senlemeO 
before being served with surtmons and write of 
atuchment, there wall be fiirdser costs. 

You can aioid ifns by e-tmg la-day 

Yours trull,’ 


iTER. 17 
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rOLLOW UP NO 7 
llluslraiwn No 167 
‘Dear Sir, 

The NatiotuI Collection Corporation has 
placed in tny hands for suit an account against you 
m favour of 

You have an opportunity to adjust this matter 
without payment of cost of a suit. Save yourself 
the annoyance Communicate with me without 
delay This is the lau notice 

Failing to hear from you promptly, the 
account will be sent to my legal representative in 
your vicinity, with instrunions to file suit 
immediately 

In answering, please mention Qaim Number 
Yours truly/ 
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' MODEL LETTERS 

TN tlic foUomag pages we gne a wide 
collection of letters from tanous 
sources— actual office files authoritative 
books of Letter M riling, files of Master 
Writers, etc These mn> sers e as models 
for the beginners Sortie of the following 
letters maj not have cxactlj follovred the 
system enunciated bs the author of thus 
book, }et the) have l>een incliidevl as 
showing letters which have produced 
results 


2«8 
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AN EXPRESSION OF THANKS. 

The following is a letter of Abraham 
Lincoln expressing the thanks of the 
nation, to the bereaved mother of five 
sons who sacrificed their lives for the 
cause of the country. ' 

Madam, 

I ha\c seen m the files of the War Department 
a statement that you are the mother of five sons who 
hase died glonously on the field of battle 

I feel bow weak and fniitless must be any words 
of mine which should attempt to beguile you from the 
gnef of a loss so overwhelming But I cannot refrain 
from tendenng to you the cons^Qon that may be found 
in the thanks of die Repubbe they died to save 

I pray dut our heavenly Father may assuage the 
anguidi of your bereavement, and leave you only the 
ebenshed memory of die loved and lost, and die solemn 
pnde that must be yours to have laid so costiv a 
sacrifice upon the altar of freedom. 

A LETTER C05IPL.AINING NEGLECT. 

Here is another historic letter writ- 
ten hy Dr. Johnson to Lord Chester- 
field which shows how perfectly a 
letter can carry the message it it 
intended to convey. 

My Lord, 

I have been lately informed that tWT) papers in 
which my Dictionary is recommended to the public, were 
written by your Lordship. 
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To be SO distinguished, ts an honour, nhich, being 
very Imlc accustomed to favour from the great, I know 
not well how to receive or in what terms to acknowledge 
When I first visited your Lordship I was overpowered, 
like the rest of manlund, by the enchantment of your 
address, and could not foebeae to wish that I 

might obtain that regard for which I saw the world 
contending, but I found my attendance so little 
encouraged, that neither pnde nOr modesty should suffer 
me to continue it When I had once addressed your 
Lordship in public, I had exhausted all the art 
of pleasing which a retired and uncourtly scholar can 
possess I had done all that 1 could and no man is 
well pleased to have his all neglened, be it even so 
little. 

Seven years, my Lord, have now passed, since I 
waited in youe outward room, or was repulsed from 
your door, during which tune I have been pushing on 
my work and have brought it at last to the 

verge of publication — without one act of assistance, one 
word of encouragement, or one smile of favour 

Is not a Patron, my Lord, one who looks with 
unconcern on a man struggling for life m the water, and, 
when he has reached ground, encumbers him with help’ 

The notice which you have been pleased to take 
of my labours, had it been early, had been kind, but 
It has been delayed until I am indifferent and cannot 
enjoy it, till I am solitary and cannot impart it, till 
I am known and do not want it I hope it is no very 
cynical asperity not to confess lAIigation where no bene 
fit has been received, ot to be unwilling that the public 
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^rould consider me as owu^ t!iat to a Patron v.'hich 
Prcmdence has enabled roe to do fo- cijself 

3IANUFACXDBER APPKOACHDvG 
TOOLESALE BUYERS 
The rrmn nfag hirer iq the following 
letter describes himself how progres- 
sive he u uTid how connecbon with him 
will be profitable. 

*Dear Sirs, 

Owing j-our esteemed address to a business fnend of 
mine, I ukc the libert) of serding jx>u enclosed a price 
list Vrith die oooBdenc hope that ixu also have d*siard 
for my articles. 

NIy connections are with onl^ eSiaent houses whose 
agencv 1 have accepted* and my own manufacture^ 
enable me to quote )'ou the lowest pnces tn the most 
up-todae articles as well as m all kinds of die toy Lo', 
bousriiold and agncultuial aitides, toob and optical 
^xids and also leathec. wares. 

I should be pleased to liear that }'Ou will use the 
opportumtj to get in'o busmess lelaDons with me as vou 
bu) at teallv favourable terms if )’ou place )our o^ler 
with me in die above artides. 

As I have alwa)'s novelties coming m, )-ou will 
also be in a position to oSer continuous!) the latest 
•which win enable j-ou to alwavs serve your customra 
with the latest striking novrloes. 

After placmg a tnal order, for which please rem.'^ 
by cash in advance, I am convinced that I maj cour_ 
upon you as a lasting customer, and remain, * 

Yours fattUuUj, 
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MANUFACTURER SEEKING 
REPRESENTATION. 

In the following letter the writer 
who it a manufacturer of an interest' 
ing article seeks a represenlative in 
foreign country and gauges his capa* 
city. In doing this he gives an attrac- 
tive description of his manufacture 
and proposition. 

Dear Sir, 

We have noced with pleasure that you are (n the 
market (or selling speculmes which you can deal ex 
dusively, to )our proht without competition We gladly 
enclose herewith ctrculars describing our specialities and 
we hope our selling proposition will concern you 

As we have no representative in your country, we 
are glad to offer you an attraatve proposition on our line 
Before giving you the exdusfve sale, wc want you to go 
over the circulars very carefully and determine what you 
can do with our produa m your country Just as soon 
as you convince us that you will give us the ttpresenta 
tion that we feel entitled to, we will be very glad to give 
you an exclusive agency We amid not very well give 
the exclusive sale without some guaiantte of volume of 
sales, and this, we do not think, you will be justified 
in giving us until you have had aij opportunity to see 
what you can do with our goods 
• The Positive Portable Type Vulcanizer now sells 
for ^5 OO The dealer’s prm is ^3 50, jc^ber’s pnee 
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^2.50 We ^tU quote you the extremely low price ol 
^Sl65,FO£ New York Gty, terms 3 per cent discount 
for Cash-witb-Ordcr, or will nuke shipment sight-draft 
attached to Bill of Lading, pa^-able at sea-port New 
York 

On the PosimT Rim-mo%« the list pncc is ^3 50,. 
dealer’s pnce ^i50, jobber’s pncc ^2 00, w will make 
j-ou a pncc of 30, FO£ New York Gty Terms 
same as on the Vulcanizer 

Our Vulcanizers ha« been extensively used in 
Europe, as well as in our country Every motor vehicle 
used on the fighong front by the Amcncan Forces 
contamed the Poatne Portable Steam Type Vulcaiuser, 
and both our Vulcaiuzm and Rim-movers have enjoyed 
an extensive sale m the United Sutes and Canada for 
the last sa years. They have been extensively advertised 
and there are a good many hundred thousand m use. 
every one giving good results. We know that you will 
also deme good results from these worlcj vwde telling 
speoahties in your councrv 

If yxu desire to take a bold of our Ime, vt would 
like to have you place an order for a quantity of these so 
that you can begm active work. In the meantime, we 
would like to have you establish your credit for future 
convenience. 

We assure you of our OMiperation m making yout 
account a profitable one for all concerned. 

Yours every truh. 
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^VHOLESALER APPROACHING THE 
MANUPACniRER. 

The wholesale buyer is appealing to ' 
the manufacturer in the foUosWng for 
exclusive representation and describes 
his capacity, 

T5ear Sir, 

Yout advertisement m the attracted out 

-attention and we are convinced that such an article as 
you descnte in your notice will find a large rrutket 
here if properly pushed In fact wares resembling those 
advertised by you are m heavy demand in this country 
and there is absolutely no reason why yours wH not be 
able to secure a fair share of this 

May we, therefore, enquire whether you ate prepared 
to consider representation in this country. 

We shall be glad to receive your complete catalogue . 
and price list and know best terms you can offer 

Regarding ourselves we may state for your 
infomufion that being in the line for over a decade and 
having agency organisation all over the country, through 
whom we push our other hoes, we shall be able to put 
your product to most of the proper parties m this country 
Our numcious agents, sotag^nts and representatives 
will be always at youc«enncc 

We await your proposition in yout next with much 
Interest 


Yours faithfully. 
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FOBWAKDLNG AGENT APPE04CHING 
DIPOETEE. 

The forwanZmg^ agent m the faHow- 
15 offering his servics to the 
onparter whose troofates he describes 
and suggests remetfies. 

Gentienien 

Just a few davs iso I was caQacg with a European 
imccrter whose croiJrles mav be the same as tout ow" 
He “I don. c know what co do about g*tnng goods 
fern the tJniizd Sates 

Of course he knew that cfcere ^we-e anv numbe*- of 
larg^ commisicn. houses here but he did not want to 
be one of several hundred cistomeo. Ids wasted more 
persotsil accsnoR, sudt as he would get if he had a 
pesocol rcresemave here, but he did not want Co go 
to the ctpesse of a represenoove for his exclusive use. 

Neither did he want to atscpt doing business cir*cc 
wuh- our manufaccirets, because he did cot know just 
which ones we^ ui a position co sell him what he wanted, 
csceaallv at this ame when so mniro manufacture's are 
fiiily occupied with Guvenimcnt contracs. causing him 
to lose 'o much nmc ai preliminary negotiations 

Have these been your croubles also’ WoulcTc you 
be ^ad to take advamag' of a service thg r 15 d'ffsrmt 
m diat IE IS personid and gives you prefered atterreon^ 

Realizing all ycu have had to contend with, m 
importing gocth under present amdiccns. we offer vou 
the ccportuniT/ to become one of a stnaly limted 
rumber of diesiia, if ycu art wiflirg to pa/ 3 per cenr. 
as a fcuvmg ccmmission instead of the usuaL diarg^ 
•cf 25 per cent. 
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This higher charge cnalijes us to serve a few clients 
instead of a large nun^jer Wc boast of no large 
“organizing” having a department for this and a 
department for that Nor do boast that we are 
specializing in just the product you want to import 

In serving a /ew clients we can handle their pur Aases 
so much more satssfactonly as to maUe it more worth 
while to you as well as to us 

Why not give this service a trial on your next 
order — or on whatever you are in need of now’ 

Veiy truly yours, 

BUVTNQ AGENT DESCRIBING HIS 

CAPACm’. 

In the following the buying agent 
aaawera •dvertisement and desenbei 
the excellent service he can offer. Copy 
of a letter from the United States 

Dear Sirs 

From your advertisement in the 'Popular Medianics 
I sec that you arc interested in the purchase of all hinds 
of machinery 

I would be in the posiuon to submit you a suitable 
offer for the desired articles but fear that such a general 
offer would not be of the wanted service to you Should 
you be inclined, therefore, to enter into business relation 
wtdx me, I would request you so as to avoid unnecessary 
loss of tune, to send me with your enquiries or orders 
exact details of your requirement, stating the c i f piriccs 
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yp-cu *-ouU be sure of getting jipods whidi arc not m 
tny case too dear for y-our marlvt. 

My excellent knowledge of the cudunety industry, 
coupled witfa die fact that I am tn toucfi vnth die tnost 
various storks enables me to detenmne the make tnost 
adapted for c%-cry need and to dclnTr op most favourable 
terms and w^thm die shortest possible Qme Exteiisivc 
IS my acquaintana with the mediods of production, die 
vanous sr^es of machines, tools, materials, wodonandup, 
ere, such as are mdopemaWe for the Triable dischar^ 
of your enqutnes or orders. 

As regards payment, it would be necessary that you 
deposit in irrevocable credit m my name with a bank 
of dus on from ^luch payments would be made on 
pcesentatwn of the shipping documents. Of course, I 
would listen to anv fair proposal which you wotJd 
submit me 

I should be glad if you would consider my proposi 
tion, and I a^vatt the pleasure cf an earV reply 

I beg to remain. Dear Sirs. 

Yours faithfuUi, 

FOREIGN’ AGENT OFFERING SPECLAL 

advantage. 

In ihe following ihe foreign aigent 
offers to combine small shipments into 
one thus to save expense. 

Gentlemen, 

We beg to offer vou our scmccs for any sh-pment 
vou mav hai-e from the Unittd States. IQiidly fa«jur^ 
us with yxiur inquiries in regard to freight rates a^d d 
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gj\e order to your factories to get in touch with us so 
that wc may give them our instruction and execute the 
shipments in thp quickest and cheapest way, 

^ould you have some small shipments going 
forward, wc can combine them with the regular 
shipments we have to your country so that you would 
have to pay the minium per bill of lading Or, should 
you have shipments from different factories, we can get 
in touch with them in order to hurry the shipments and 
to forward them all together on die same bill of lading, 
thus decreasing the shipping expenses 

Wc also hold ourselves ai your disposal for fur 
nishmg you, free of charge, with catalogues and pnees 
for any kind of goods you may be interested in, or 
with any mformation >ou may need 

As far as your payments to the factories or export 
houses, or any othet business uansacuons arc concerned, 
you may kindly use our Banking Department 

Wc assure you that a first trial order will convince 
you of the high<las$ service and organiaation we can 
offer you 

Hoping to lecetve an early and favourable reply, 

Wc remain, Gctitlcmeti, 
Yours very truly, 

SEEKING REFERENCE. 

The mercantile agent tends circular 
to the trader teeldng information re* 
garding ftnaocial condition. 

Gentlemen, 

In order that wc may be m a position to reply fully 
and accurately to any inquiries regarding you, we suggest 
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lhat )'ou furnish us with a statement of >our financial 
condition, to facilitate this, vft are enclosing herewith one 
■^of our regular forms. Sudi data as jou may be disposed 
to give us we will pbee on our records and any reference 
>eu may name we shall be pleased to corisult and reflea 
in our report their impressions. 

Thanlang jou for a reply at >our carbest convetu 
cncc, We are, 

Very truly yours, 

PJLEADING NO CATALOGUE. 

This letter wUle pleads no catalogs 
describes the manufactures and seeks 
particolars of retirements of the 
customer. 

Gentlemen. 

In p rompt answer to your valued inquiry ]us 
received, we «gret eacecdtngly that we have been 
, left without a copy of our catalogue, and it will be some 
time before the new ones come from the pnntcrs 

We aie the pioneers and have since 1911 been the 
leading manufacturers of machinery for Macaroni, 
Vermicelli and sumlar Altmcntary Pastes m the United 
States and have many different sues and types of presses, 
both screw and hydraulic, from the smallest to the largest 
in use today with conr^xjnding Icneaders, rmiers and 
other accessories 

If you will give us some idea as to the produaion 
yew require, or the capital you intend to invest, we will 
be pleased to send you photograph and desenpoon of 
, the machine adapted to your purpose together with 
quotations. 
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Awaiting your further asmmands, we remain, 

Yours very truly, 

STATIONEIt SUPPUES SAMPLES. 

This letter accompanying stationery 
samples describes the articles and 
offers valuable assistance in marketing 
the merchandise. 

Gentlemen, 

To-day we arc permitted the.partiailar privilege of 
sending to you, without <durge, a full sample set eadi 
of the Large Blotters, Mailing Cards, Calendar Cards, 
and Calendar Pads, as listed m the enclosed price lut 
No 2, which were requested of us in your valued letter 
of May 6th 

By ccfccttng w this Itsc, you will quickly become 
acquainted with our pnces, our terms and conditions, 
also presented (herein is a brief outline of the many 
excellences of our export menhandiie to which we would 
call your specul attention 

We enclose herewith a circular which presents a new 
secies of calendar pictures m various sizes, and wc also 
have m preparation an attracuve senes of calendar backs 
ih vanous sizes, for use with dicse pictures 

We also enclose herewith a presentation of our 
desire to establish an exclusive merchant distnbutor m 
your temtory on an outnght sale arrangement, as we 
do not wish to enterum any commission or consignment 
■propositions You are privileged to sell our merchandise 
at such pnces as you may deem most advisable over and 
above the absolutely net prices wc quote you herein 
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\Vc arc prepared to offer such concerns as may 
decide to present us, valuable assistance in the market 
ing of this merchandise in their tertitoncs, the benefits 
of our 40 j-cars of raamifactunng and merchandising 
expencncc, and every other faality possible to promote 
a business association that will prove most harmonious 
profitable and satisfactory to our representatives and to 
ourselves — for what benefits one must benefit both 

We trust that our presentation of this whole propo- 
sition may so strongly appeal to )ou that a selling con 
nection will be senousty considered, and that ^ou will 
communicate with us furthet with such an end m view 
as we have not as >-et, appointed a representative m your 
temtory, and as we believe that your concern is especially 
well equipped to promote the introduction and sale of 
our metchandise there providing all the conditions con 
nected with the conclusion of a comma mav be agreed 
up to the satisfaaion of us both. 

In this connection kindly advise about how mucJi 
of this merchandise you would purchase at the lime of 
the signing of a conlrart also l.ow much annual busmess 
you could assure us thereafter 

Also, we would be pleased to learn if you have 
travxllers covering your whole territory at frecjuenc inter 
vals 

In explanation of our terms v.*c would advise that 
as our merchandise does not run into large amounts of 
money, wc feel that yxxi » II be willing to pay therefore 
in New York, providing you have an established con 
nection there, and we quote m Amencan currency, as 
It would be impossible for us otherwise to make any stable 
>rER. IS 
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prices, owing to the fluouating rates of exchange now 
prevailing, also we quote fob steamer New York, as 
you must realize with us that ocean freight rates ace un- 
settled, and we could not do ourselves or yourselves 
justice to quote pnees covenng delivery at destination 

However, we guarantee to secure for you the lowest 
ocean freight rates possible at the time merchandise leaves 
this country 

Respectfully referring you to the National City 
Bank of New York, TJ S A , as to our relubility and 
ability, and extending cordial and sincere regards we 
are, Gentlemen, thanking you for the offer of yout 
references m the United States, which will be appreciated. 

Faithhilly yours, 

OFFERS NEW LINES. 

While apologising for delay this 
letter mentions the writer’s specialities 
m other matters which are sought for. 
Gentlemen, 

May we ask you to kindly pardon our apparent 
delay in replying to your letter of August 27th, relative 
to Machmety? 

We have been considenng the exporting of machi 
nery of all kinds, but have deaded that this is a class 
of merchandise which should strictly be handled bv the 
export departments of machinery manufacturers or export 
ing houses specultstng strictly m machinery 

We are specialists m the purchase of food products 
clothing, boots and shoes, and vanous merchandise, and 
do not feel that we could, at the moment, give you the 
proper service in purchasing tna^inery for your account. 
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^T'd would sugg's' that >'ou apply directly to the manu 
facti-rers o to machinery exporters. 

We thack j-ou \ fy tiudi for your enqur), and if 
at any time, \»e may be of service to you in procuring 
merchanoisc of an\ other nature, we believe >ou will 
find our sences saosfacto^ 

Very truly yours, 

DESCRIBING SPECLVLITIES 
This letter declares the spsaalities 
the writer can supply and describes the 
good points. 

Gentlenen, 

Wc beg to aJciowIedje receipt of veur favour under 
date of Aug. 2(hh and in cep'y thereto beg to state that 
the only commodity whidi we name and which you state 
there IS a demand for in the Indian mariiet, and which 
. we can successfully offer compettme prices on is the 
oil pressing machinerv, which we spenahse in. 

In order to quote prices on this equipment it is 
reccssary for us to know the kind of seed or bean to 
be expressed, the capaQty of seed or bc«n per given 
period of tune, such as ore, ten, twelve or twentv four 
hours whether buyers want us to fiirrush s.eam engirc 
and boiler for operating the plant, or should electnc 
current be available, we naut know the charactensiics 
namely the current, voltage, phase and cycle 

Due to the fact we have rccendy received a rurabet 
of inquiries from India f« hand-operated Hydrauhe 
■•presses, we believe there is consulerahle business to be 
develt^ed in that line, and are therefore enclosing our 
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Grcular 100 which fully describes two sizes of hand 
operated basket presses 

We will allow a discount of 30 per cent from list 
price for cash FAS New York, properly boxed foi 
export shipment 

We will quote C I F prwe on any of the equio- 
irent we speciaLse in but of course must know fUSt whar 
IS wanted, to enable us to do this 

Regarding terms of payment, the terms outlined in 
your final paragraph would be satisfactory to us pro- 
vided we are furnished with bank guarantee that pa)-ment 
will be made as per terms outlined, and such guarantee 
u acceptable to our bank 

For your infonnation we wish to state we speaalije 
m pumping machinery, oil mill equipment, filter presses 
water turbines feed water heaters etc. We will allow 
you a discount of 15 per cent from list pnee FAS 
New York, boxed for export 

Awaiting your further advices with interest, we are 
Very truly yours 


ECONOMIC OFFICE PLANNING 

Office planning is a growing art and 
this letter Is an example how new and 
old offices can be approached for sug- 
gesting planning for economising cost- 
ly space 

Gentlemen 

Every square foot of your present office space should 
pay you dividends by increasiAg the efficiency of your rz 
organisation. But does 
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Every ceskr every file ^iculci be pUced fet the 
Larost cQE'.'ecrcna sr-A shoiJd require mmimun space 
Bur 6o they’ 

Are you paving cent on. excess o£ce space’ 

Oi*r ardutcCT la ecocoimc efftr plann-cg wdl design 
your c£ce to ensure everv square foot being unlised to 
d-e greatest advance Layouts plaong c\-er/ desk, 
every file eveev chaj fot the most eficent conduct of 
ycur busme*s will eladiv be sufamicted. 

1^115 expert service at a cos' wfacli wtU be pracocafly 
cctninal, assures vou ideal cfice space 

We are anxious to increase ycur profit. Wiil vo« 
consult our ctpert’ 

SELLDiG UM)EK\\'E.4i:. 

Here is as eaceOest letter wHc!i 
drew attention of lie fctryers ef esder* 
wear to tlie prcdacts of a particclor 
firm aad caused to open satisfactory 
new acc ccu ts. Mart there is no con- 
ventional ** Dear Svr'* here but a catch 
phrase which has now beccics fashzca 
with some very successful writers. 

If you discantlcd— 

RaCs-Royce, would you expect to End. cn beanrgs 
and card board piston’ Hardly' But i£ you sit 
la the lodcr room of any country club, you will find 
most teen wearing underwear, not in keeping with the 
fineness of dieir oute^ gx i 'T cu tx. 

Fme unde-wear n just as txpottan- to the wardrobe 
of the well dressed man as a fine shirt. The clothes 
that vou wear closest to your body should certainlv be 
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as carefully made and fmely tatlored as these garments 
that others see* 

D G E for twen»y five jears noteworthy as a 
shirt maker also produces distinctive underwear 

Well made perfectly Acting underwear wilf add to 
your personal comfort dunng the summer months just 
ahead ’ 


OFFERING A COUNTRY PRODUCE 
FOR SALE 

The following letter gives in smiple 
details necessary terras for offering a 
country produce for sale — Cassia FiS' 
tula Fruits m this instance 

Dear Sir 

\Vc forward you by tody’s mail samples of our 
Cassu Fisnila Fruits m which we understand you are 
interested These we can consign to you m large 
quantities if you agree to sell them to the highest bidder 
at your end. We shall gladly py a commission nl 
five per cent on the sale value of the stocks and bear 
all expenses ourselves 

We guarantee that the quahty of our goods would 
be exactly similar to if rot better than the sample 
fr'rwarded by this maiL In view of this guarantee we 
tequirc your financial assis ance in the shape of advances 
agamst our consignnwnts and we agree to pay you six 
per cent interest on the amount of vour advances from 
the date of advance to rhe date of reabsat on of die 
sales together swth all inadenul out of pocket charges 

If you agree to these pnnciples and to this mode 
of business we assure you that the amount and extent 
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of our business wJI be Dochn^ less tlun £5000 potj'ci* 
sterling per annum. We would require you to open a 
confirmed Banter’s Letter of Credit for a nominal 
amount, sa>, of £250 pounds sterling, at the beginning 
Vi'hich could be extended and augmented if our goods arw 
found satisfactory and easily saleable. 

Please let us know die pnre at which vre are to 
tnTOtcc these fruits GIF your Port, and wr agree to 
ins-oice our goods stnctly on the basis of these paces. 
We would be glad to draw 75 (senventj fi«) per cent 
of such msmiee t.-alu* of our goods, but if you chicct we 
win be satisfied esen by drawmg sncty per cent, of such 
trsoioe s-alue of the goods. 

We trust cur sample %>nll appeal to you and you wdl 
agree to our mode of business. Should this be so we 
request you to immediately opes a credit for tbe abet'o 
mnoaned amount to enable us to commence business 
at once, as we base alreadv hug^ stocks Iving with us. 

Expecting that our mtroducDon wdl lead to per 
marent business connection and assuring you of our 
best Cooperation. 

We remam, 

Yours faithfully. 

OTTERING Tt\W GOODS WITII TERRIS. 

Tbe foDowins letter gires sufficient 
detail as to term and confUon for con* 
slgnment of raw goods for sals in 
foreign market. 

Dear Sir, 

We Kavr seen your adverosenant in the Indan 
Trade Journal of Calcutta. 
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We deal very largely m some of your business 
lines not only as shippers but as actual collectors and 
stockists, and are in a posmon to send large consign 
ments in a profitable market according to opportunities. 
Being intimately connected with the sources of supply and 
origin we get these articles often very cheap and can thus 
undersell others 

But for a large permanent business we suggest to 
you a general method You will please report to us 
regularly the prices for your commodities ruling in your 
market We would be examining them and as soon as 
suiuble opportunic/es offer would be cabling to you finn 
offers In the meanwhile, if we have any odd stock 
lots we would be sending them on a consignment basis 
but drawing SO (eighty) per cent of the value according 
to the pnees ruling in your market 

There is one particular thing vu Cassu seeds which 
we can legulatly ship to you on consignment to be sold 
there locally to the hipest bidders m addition to per 
manent contracts To do this you are to open a stand 
mg Letter of Credit in our favour for 80 (eighty) per 
cent of the invoice value of the goods based on your 
market report We shall draw at 90 d sD A orD P 
as your letter of Credit stipulates and guarantees This 
finances us to a certain extent until the goods are sold^ 
whereas you practically get the opportunity of earning 
your commission of 5 (five) per cent which we agree 
to give you on the sale pnee without your undertaking 
any nsk whatsoever 

We can forward to you consignment also at times 
of Black and White Pepper, Gnger, Mace Nutmegs, 
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Cardamon. Cinnancn Dned 6u.cs etc But foe sudi 
brgr la-es as Rjce Dessica^ Qjcocut, Grourd Nuts 
’etc- vou ha^'c alvi-a« to make your own purchases If 
this procedure su ^ you, we wouki request vou to com 
nence scncLng marke reports to us cegularlv and open a 
ccnhnpcd Barkers Credit for sav £I COO 

TessiS — As between principal to pnnapal each side 
beariTjj its ow" C"legtaohiC espenscs. 

TELEGB-tlis — One^ will remain m force up to t 
weeic of the despatdi of the Tekg'^m during w nch time 
each partv will rcmaji bound down but after that i 
will become ocnocaL Telegnpbc oSc's scpUatjne 
one of reply are not mduded m dus a: gory 

IssUT-O-CE. — In cue of direct purrhase GIF 
o&rs wiU mean tnanre cirurana afcose the ir cice value 
Sweat ard rsk cf Pilferaa not included and extra •nd 
will be covet“d at speo-l request cr'y ConTgracents 
are cuts dc thu rul'» and will be insured at consignee *■ 
cuk and opinion. Consignasert goods wJl base poLces 
payable m Cal-mtta ard contracts will L.ve pol aes pay 
a^Ie at destmanoru 

Accounts — Accourts wJl be adjus “d every stt 
r-crJ’.s, Le., on the aOth Jure ard 3ls December Bu” 
t£ arvnme anv side u ovenlue mo^ than £I0O ste-ling 
the defaulting party shall baT to remit the same on 
r-ques* immcdia.el\ 

Actual sale reports in case of cons gnmenu will 
bave to be fum.5h.ed withcu any tLEerence to real facts 
ard vour books shall be open to in.pccnor and examma 
^ Botu Ccr.signreents are to be sold ro die hipest bid 
de^ without anv delav whatsoever ard .t die eaiLcrt 
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opportunity Unless any fixed limits arc given or stipu 
lation made sales are not to be delayed, and m case 
of intentional and negbgent failures the stonng charges 
will be for your accounts Invoices ordinarily sent with 
documents in case of consignments will not denote limits 
unless separately confirmed, and goods may be sold for 
^our account, at above or below these rates 

Arbitration — ^Arbitration will be effected m 
with each side nominating its representative with 
an umpire in case of non agreement Lloyd's Survey 
Reports accepted 

Weicht — In case of consignments, delivered weight 
if the buyers so insist In aQ ocher cases shipmenl 
weights Invoice weights will be final, if acctimp.»nied 
with Lcensed Measurer’s weighment certificates in rase 
of contracts 

Trusting chat these terms will appeal to >ou and 
awaiting your confirmation. 

We remain 
VoufS very truly, 


PRODUCE MERCHANT REPLYING TO 

enquiry. 

A produce merchant replies to en- 
quiry regarding marhet condition and 
offering exclusive business 

Gentlemen, 

We acknowledge tece^C ol your commumcation of 
the 19th ult , which will prove of unusual mterest to i s 
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pro\.ded \'Du agree to confiue vourscU'cs exclusn-eU to 
us in me United States and satisfactoT arrarsj^meno 
can be made betvk'^en us 

ar- pfeased to feam of jtx-r afcilitv to quo c us 
advantagecusK on Black and White P ep^r Mace Nut 
rT<r< Ord-mom. Gcnamrn E>rtfd Fnnts etc. b t 
before vt can en-ertain anv of’Cts, w «<J1 have to secure 
represenuitive samples of all pnjduos and satisfactor> 
local fcanJoBg and trade lajornation r^arcLrg your '-v 
pcnsi^tlit) u-feidi kmdiv <tdnmt without delav othe^ 
wise tt IS useless to cenaEuc regooaDoiw. 

We do not believe tt will be practtcal for us to report 
to you regularly the aocket cord.tJcns here but sugger 
dac, m view of your bemg sian ed tn the ptimarv fnarlet. 
vou cable us frequently firm offers or irdiations, which 
will give us the o'^rturaty of smna up tfce simation 
tsore mteUigectlv 

We will not. cnifer anv considetaQoti, establish 
letter of credit cn vour favour unul we are sansFed a* 
to your standing or hnarKe vou or ywr shipments to 
the extent of 80 per cent, of irvoicc value suiyl) tn 
cons deration of 5 per cent commission. We must Ko» 
ever insis upon securing full advantage of anv advarce 
Cl pnee secured above vocr mvutce less actual cartage 
s orage or mcdental charges, if anv pertaining to hand 
hrg the irserchardise 

^ e find vour prcoosal for each party to bear the 
eipensc of their own cables satisfartcry , as well ^ offers. 
*•*1.(^1 ate to rtmam firm for one week from date of 
despatch (Sendava and hnhdaya MCep ed), unless stipu- 
U*ed to the contra's 
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We prefer all shipments, including consignments, 
to be made via fast direa steamers and to be covered by 
all nsks of insurance at your end as we do not see why 
we should assume this teqxmsibility when tve make id. 
Vances agamst these, and when we do, polines must be 
payable to us in New York. 

We will have to insist upon all accounts to be settled 
and payable monthly, excepting in cases of consignments, 
when they are to be settled when disposed of 

We do not believe, in view of what we have stated 
above regarding consignments, that it vnll be necessary 
for us so disclose our records but in all ca'es, we will 
make every efioti to dispo^ of them promptly at the best 
possible price, although we will be guided by your in» 
struction in this respect 

We find the usual procedure for arbitration is for 
each patty involved to selea an atbittator, but m the 
lien of the<e two not agreeing, they m turn select an 
umpire, whose decision is final and bmding, but this 
applies to all di'putes and has no reference to non pay 
ment of any possible claims, whcdi arc payable promptly 
by you, when passed upon by the arbitrators, or will we 
accept Lloyd’s Reports as final 

We will be compelled to sell on delivered net weights 
m all cases of consignments but on direct importations, 
net shipping weights to prevail, providing certified 
Weigher’s Certificate accompanies all documen*^s 

We suggest that you advise up promptly whether it 
IS your intention to quote us m Sterling or United States 
CuTTtney, and whether wt are to use the cable address 
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add codes reenuoned on >our ietcer head, in the exchange 
of cables between us. 

We ha^■c as jrt failed to lecene any assurance from 
jou regarding qualit) of merdiandisc, packing, marking 
which kindli gne vour anention. 

Yours %er> ttuK, 


PRODICE 5IERC1IANT CRITICISING 
>IAKKCT. 

The following describes difficulties 
of development, and tells which arti* 
eles are in lines and suggests other 
business. 

Dear Sirs 

Your lefer of Maj 4th was duly rtceived about 
two weeks ago and had teceixed our most careful 
consideration. 

We thank you xety much for )-our kind offer to 
send us goods on consignment, but ut ate avi'are of a 
great deal of difficulucs on die way of dcxelopment ol 
business relations of such a nature, ov.ing to the long 
distance separating out markets 

Besides, all products that you propose to send us on 
consignment i e , pepper, ginger, cardamom and anna- 
mon are not in our lines, arc needed but in approemte- 
ly small quantities and supplied m abundance from 
Hamburg 

Cissia seeds hax'c almost no market here, having 
been superseded in the cwirse of last jrars b) other rerne 
dies of same effect. 
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It IS almost impossible to sell anything here, if tfnns. 
of payment arc not the most convenient for buyers As 
a matter of fact, foodstuffs are sold lately only on docu 
ment drafts payable through local Banks at sight or even 
a certain time after 

Taking in account all above stated we do not 
venture to accept goods on consignment at present, but 
shall be open to reconsider this t^estion m the future, 
when conditions improve here, as well as our relations 
with Indian Market ate better established and experience 
as to Its peculanties gained 

If you arc willing to sell on terms of payment pre 
vailing here, i c , against payment of bills of exchange 
drawn upon us at siglit, we shall endeavour to pass you 
orders on teceipt of samples and your prices c i f Helsmg 
lors or any other Finisli port 

Rice, raw sugar and good tea may be sold hertf d 
price# were not too high We could find market also fof 
cocopalm fibre, suitable for manufacturing mats 

We could offer for export, if you were interested m 
this article from 1000 to 5000 cases (7200 boxes in case) 
cf first quality (not iirfenor to Swdish) matches made 
m Finland— Eng Sh 130/ per case c i f Hamburg 

Thanking you for your land offer to co-operate with 
us and believing that in spite of some difficulties good 
re<ults may ensure in the course of time. 

We beg to remain, Dear Sirs, 
Yours faithfully. 
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PKODLCE MERCHANT SUGGESTING. 

The produce merchant in the follow- 
ing expresses willingness to enter into 
bushiess relations and quotes his terms. 

Gentlemen, 

Widi hirdier rcfertnce to the cosimumcautsn r-l 
our ErecuXive Secretary of June 5ih. wc uish to state 
ihat v.ould be sety much pleased to establish business 
relations with ) our esteemed house. 

In order to successfully operate the importation of 
goods suggested b> )-ou, it vfould be necessary first to 
establish a quabty of your gpods m this market To this 
end, >ou would ha\e to furtusb us Mth 3 full set of 
samples, suffiacntly large to male an analjtical test nf 
sudi 

As to the actual method of operation and effecting 
payment, ve are sorry to state that the outline presented 
by you does not meet Mih our approval, because it u 
conrran ro the established potcj of (ha aumaj 

We would further bbe to point out to you, that we 
are direct in^rtcrs, hence, prmapals m each transaction. 

The method applied by' us in other imes of similar 
nature is as follows the foreign merrhant or producer 
offers us direcr die goods at the price that he may wish " 
to sell them to us, and if the price and other details meet 
with our requirements, we confirm and instruct to ship 
In each case you ate to mform us as to whether the goods 
are exactly as the samples submitted to us, together with 
mfonnation as to the form of packing, and odier details 
that will enable us to handle the matter both cffiacntly- 
and mtelligcndy. 
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It would b“ very mudi sin^lcr if jou would quote 
C I F New York, ^ould you however, be unable to 
do so, you may quote us FAS steamer of jour port 
and inform us the specific details as to the net and gross 
weight and other particulars that would facilitate us in 
figunng the cost pnee C I F New York 

Method of Payment — On imports of other staple 
goods, we usually open bankers’ confirmed credits to 
cover 40 per cent of the value of the shipment payable 
to shipper at port of shipment against documents, whicii 
documents arc in turn surrendered to us at port of 
destination against our trade acceptance up to 90 days 
You are also to instruct the bankers to permit inspection 
of the goods before effecting payment 

Commissions — ^This question i$ eliminated as a 
result of the fourth paragraph of this letter 

Expc5RT — Taking tins occasion, we wish to inform 
•you, tivat we are Exclusive Selling Agents of a 
number of manufacturers of goods desenbed in the 
enclosed list Thus wt are m a position to render just 
as good service as any other organiration and in some 
cases even more attractive 

For your information in order to assure absolute 
success of this undeaaking whether in export or imcort 
or both you would have to agree to do business with thi* 
country through no other bouse 

Should the outline as brought forward above meet 
writh your approval we would appreciate it if you would 
draw up an agreement in duplicate along the lines 
-mentioned sign both copies and mail them to us for 
approval and count»r signature One copy wath our 
signature will be returned to you upon ratification 
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In closing this communication, wish to assure 
>ou that we are well m a position to develop a profitable 
provided we can get the co-operation of the 
other party, and we leave it to jiou to give careful and 
prompt consideration to the matter 

Anxiously awaiting your further good news, wt arc, 
Yours very truly. 


CONSIONSIENT OP GOODS. 

This letter expresses favourable im- 
pression of a common friend’s recom- 
mendatian and willingness to enter 
into business upon consignment basis. 
Gentlenen 

We are m possession of favour of the 3rd 
January, and also received a cooununicalion fmm our 
mutual fnends, Messes of your Gcy, by the 

same mail 

We are favourably impressed by our fnends’ 
information conccimng your firm, and are ready to chrct 
into the busmess which you propose, as we have long been 
convinced that a good trade is to te done upon a con- 
signment basis, provided a thorou^Iy reliable firm could 
be found willing to take up and puA such a trade. 

Our difficulty has been to fmd a firm which vve 
consider suiuble. We have had many offers, but there 
always seemed to be too great a tuk mvolved, smee v.e 
could not be assured that the assignments we might 
^ send would find a market and there appeared every 
probabdity that, after remamii^ tn South Amenca for 
’ifEPw 19. 
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some months, our goods would either be sold off at 
considerable loss or returned as unsaleable 

But our friends to whom wc wrote speaally upon 
the subject inform us that you have a good connection 
in the Hollow Ware Trade, and that you already import 
largely from this country, and acting entirely upon their 
advice we are sending you a consignment as a trial 

The goods will be shipped per si La Plata, sailing 
on the 13th inst We enclose herewith Consignment 
Note, and Bill of Lading will follow by next mail 

We also send you with consignment a number of 
our catalogues, and tn our next letter will include full 
particulars as to discounts and terms both to importers 
and the retad trade 

If It will be any advantage to have the catalogues 
printed in Spanish we shall be willing to have same done. 

We think your proposals of rendering the accounts 
of sales monthly, quite satisfactory, and we will draw at 
three months for the amount of such sales, which will be 
rendered with your commission deducted 

Wc are willing to allow you the extra per cent 
for del credere, as we, of course, could not nsk any 
losses through bad debts 

Wc will msurc all goods, and pay freight, and out 
prices will be quoted free Buenos Aires. 

We will wntc more fully on the various points 
when sending you the prices, etc. 

In regard to our productions, we would say that 
you can rely upon it that vdiat our friends have claimed 
for us IS perfectly warranted. Wc -do a very large trade 
with other South American States, and our factory is 
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cnc of most important m this coimti) In our own 
peculiar lm« v.t take the lead, and a comparison of our 
Goods with those of our coo^ntots m sour market 
wall commcc jeju of this. 

Anything m reason that we can do to assist )tni to 
create a demand for our product m your market will reach 
j-ou safel), and lead to a mutually profitable connecaon 
between us 

We temain, Gentlemen, 

Yours truh , 

PRINTERS SEEKING BUSINESS. 

The follovnng is a circular issued out 
by a German Printms house giTing 
description of its capacity. 

Gentlemen, 

We bercMth beg to offer our semces for the 
eiecuQon of pnntir^ work of n-et) desorption, m anv 
quantitv and in every language of the cmlised world 

Our establishment da'cs from 1571, has 100 pnntmg 
madimcs in oprration, and ecrpJoys oser 1000 workmen 
We arc fully ccju^ped to execute book pnnung, htho 
graphic; offser and imaglio pnntmg of eiery d-gree of 
quality We hast our own studios for artisuc sketching, 
and chemigraphical and book binding shops. 

We hate permaneni contracts for the prmting of 4’’ 
new^pers and trade journals, with and without illus- 
trations. We execute the printing of all kinds of 
catalogues from the plainest to the most elaborate, school 
books, pamphlets, posters, picmre postcards, and lar^ 
editions of coloured ptctuies. We hate, up to the 
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present, been entrusted widi tbc printing of over 20 
milliards of bank notes for the German Reichsbank 
Our foreign department has now under the press 
large contracts foe school books, novels, catalogues, etc , 
for Sweden, Denmark, Lithuania/ Ukraine, Switaetland, 
Italy, Holland and other countries, and since the last 
summer we have exported over 3,000,000 copies of 
books m foreign languages /• 

If you require printed nutter of any kind (catalo- 
gues, price lists books, periodicals, etc ) and inform 
us as to the nature of the work, its form, subjen matter, 
illustration, binding, paper required, and extent of 
edition etc , we shall be pleased to submit estimates u-jth 
the utmost despatch and free of charge 

By timely purchases and the making of favourable 
contracts for current delivery extensive stocks of paper 
have been secured so that quick execution and delivery 
of large editions can be guaranteed 

Original Mss should be typewritten In the case 
of reprints of existing editions a copy of these should 
be submitted. We are in a position to correspond in 
any language 

All estunates are made on the lowest standard 
prices and execution of orders guaranteed at fixed dates 
Our references — 

Messrs Hardy Bc Co , G m b H , Berlin 
The Deuttchc Bank, Berlin 
The Dresdrer Bank, Berlin 
The Disconto<aesellschafi, Berlin 
The National Bank, Berlin 
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Trusting to fc« fa\-out«i with your esteemed orders 
and assunng )ou of our best attention at all nmes, 

We are. Gentlemen etc 


PHARMACIST SENDING OLT CTRCtXAK. 

The attractiTe opening and carefully 
brief description of the selling article 
in the fallowing will serre &s a guide 
to many beginners. 

Gentlemen. 

Just because the enclosed orculars are in printed 
form, there is no reason wh> dbe> should not ^ read 
as carefull) as yuu wuuld desire vour own adserttsiog 
matter read b> their recipients before reaching the waste- 
paper haslet. Taking it for granted that j-cu will do us 
this courtesy, we are conhdenc that >ou will become in- 
terested m four important business-building lines, each 
the besc product of tes land on our marker ttuhy 

Dr, Sheffield’s Dentifiuce is made by one ol 
the oldest tooth paste bouses tn the United States 
established in 1850 and nationally known. It is only 
fomished la large sec tube, but makers also offer their 
Speclw, Label Tooth Paste m gnall and Urge sues. 
Study this Ime paiticuUily as it will surely prost to be 
a profitaWe one to you The consumer will welcome 
most enthusiastically Kellogg's Tasteless Castor 
Oil, for we all know how distasteful and nauseating a 
dose of the old fashioned od is. Oint Sprikg Water. 
nature’s remedy, has for nianv years been highly recom- 
mended by Icadmg phyetoans of the wxirld for kidney 
and bladder troubles and also other ailments 
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Pnce List IS enclosed Export Discount is 50 pei 
cent on all quotations excepting out Spnng Watet 
which are net. 

Do not delay m wntmg us for further information 
Samples will be cheerfully famished with our compli 
ments 

Very truly yours, 


SEEKING SPECIAL STUDENTS. 

The following !t a circular by a 
School of Correspondence inducing 
students to get special promotion^ 
getting training. 

Dear Sir, 

What kind of man does your boss promote^ If 
you don't know, find out— keep >’our e}vs and ears 
open— ask questions when you get a chance Make it 
your business to know why men are hired or fired — 
and hew you can get ahead 

Just now your boss is busy taking stock — figuring 
up profit and loss for 1941 — laying plans of 1942— 
getting ready to make this the best year he ever had 
He IS going over your record — jour failures and successes 
— your mterest or lack of it — your ability to handle 
new situations — your progress during the past — your 
prospects for the year to come 

Can you do better than to follow his example’ — 
to take stock of your record, your prospects’ Your 
employer studies how to increase hts producing ability — 
correct his mistakes — make things come his way 
Prepare for opportunity m advance — then you can 
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Spend )Tiur time and energy in “ making good ” when 
c^jportunity comes. 

When >-Qur employer wants speoiic tnfonnation — 
— he sends a man to dig it out for him. He hasn’t tune 
to go himself — nor, perhaps the ability to get at the facts 
— he will pay vitH for the uifotmation. Our text 
books present the expcnence and mswDgatiotu of 
experts-— -they enable you to get at v-aluable facts — to 
do the ^>eaai work which brings speaal pay 

Home study — dunng your spare time — will put the 
cutting edge on your trainmg This certi/tcate^-^ised 
widiin thirty days — entitles you to a complete and 
practical hbraty, free of cost If you v.Tsh pay ^3 00 a 
month — at the 00 a month rate. Make yourself the 
land of a man that your boss will promote ’ 

Very truly ,yeur^ 


WEEKLIES SEEKING ADAXETISfeMENT. 
The following is a letter showing 
effective use of informality in inviting 
advertisers to use the medium. 

Gentlemen, 

Looking for quick rttums and profitable on«a? 
Sure ’ 

Then ytxi’U be glad to know the absolute truth 
about these tyro splendid weeklies. 

They are tc^notdiets. 

They are uniformly ^xxi in brmgmg replies at a 
pnet the advertiser on well afford to pay 

Some adyertisers use them both every week Others 
find big copy once a month more profitable 



29C 


AIAIL ORDER LETTERS AND METHODS 


Nearly every one wfeo uses tficm however is 
satisfied. 

Better jotn this bantb of^asBed ones 
Better— far better— use them now than to put the 
matter off even a week or two 
How about you ’ 

Very truly yours> 

CIGAR MANUFACTURER SEEKING 
CUSTOMERS. 

The following shows a style of cor- 
respondence that Is hnsk yet dignified 
in which the cigar manufacturer In- 
duces curiosity in the smoker. 

Dear Sir, 

A new JcJighf awaits you 

Have you ever smotsd a real Fresh Havana 
Cigar’ 

It ts far better than the dry, ensp veteran of the 
show-case, which you buy from the retailer 

In buying direct from our factory, you get a cigar 
which has been made only a few days, retaining all of 
Its natural flavour and aroma, and you save all 
middlemen’s profits 

Robert’s Havana Qcars are handmade, by 
Cubans from the best grade of Havana tobacco— out 
own importation' 

These Cubans know how to make a Havana cigar 
so that It smokes free, smooth, and even — bringing out 
the full, nch aroma 

We want to send you 100 Robert’s Havana 
iCARs, express prepaid, with the understanding that 
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if after smolcmg ten, yxiu ate not pleased wth them, 
>cfti may teoim tiie rtmammg nmetj at our expense 

Isnt that a fair proposition’ You can t lose anj- 
thing fc-hile ne stand to lose the expense both v^-avs, and 
the ten agars which jxiu smoke 

Don’t send any mone), but gnr us a chance to 
prove every statetnent %x have made — at our own 
expense ' 

Fill out the enclosed blank for fifty of each size 
and mail it to us. 

TQ-d<cy right now ^ 

Vcrj mily jxxifs, 

TR\DE-IN‘CREASING LETTEB TO 
CGSTO^IEnS. 

Here the beatd of the coocera comes 
risht OQt frankly end asks the costo* 
mer why he doesa’'t do more tracCng 
with this Grm. Tbs letter U a {rt>od 
example of how straigbt'forwardness 
may be used and yet not overdose. 

Dear Sir, 

Fvc often wondered wh) you’ve onlv favoured us 
semi-occasionallv with an order Thoc^t I’d fraiJdj 
ivnte you coda^ and find tiut. 

Ol course, I deeply ap preaa m every rupee’s worth 
you ever bought here Its simple human nature for a. 
fellow to want all the business he can get. 

Ycu have d<xihtless found our merchandise and 
*ervK* sansfactoty Isn’t rfiat so’ I ask this for 
a very special reason* If evetydung isn’t tight — if thert 
IS even the slightest cause for dissatisfaction on your 
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J5ait — I Will consitler it a great personal favour if you 
will promptly let me tmow just what it is 

And above all things, don’t overlook our double 
discount of 5 per cent additional if the cash comcth 
jIso 

It’s a money saving thought It’s a thmg to act on 
whenever you have a need in our line Won’t you bear 
It in mind’ 

Cordially yours, 

BUYING DIRECT IS A BETTER HABIT. 

A very interesting letter to physi* 
cians offering big savingty better ser- 
vice and fresher goods by dealing 
direct with tbU phamaceutical order 
house. 

Put the MrooLEVAN’s money in your own pocket’ 
Dear Doctor, 

Why keep on giving money to the middlemen’ 
TTie pharmaceutical wholesaler and jobber have cheerfully 
.^cashed in on you these many years Why not ^ve 
done with them here and now’ We’re going to help 
you do it 

We manufacture everything you need, right in 
our own factory By selling you direct, we save you 
25 per cent, to 40 per cent Also 5 per cent, minimum 
on orders sent by mail And we pay freight on Rs 15 
or over This means 5 per cent, more 

Yesterday died last ni^t We change our habits 
We rate on better ones Buymg direct of the makers 
IS a better habit for you Less cost, less trouble — mote 
satisfaction And you get belter, newer, fresher goods 
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QuiC getting your s(^>pii£s the old way Yc>uve 
found a new and better one 

Start It now' Sincerely yours, 

REMEDY FOR LIVER, STOTklACH AND 
BOWEL TROUBLES. 

Here the reader is promised ready 
relief through a pleasant, pure, whale- 
some vegetable compound. This letter 
creates business for the deeler. 

Dear Fnend, 

We call you “fnend ” You luiow a great philoso 
pher said “To have friends, you must be one ” So, 
we'll prove we can be your fnend 

You need not suffer with liver, stomach, or bo'^'cl 
trouble a day longer It's absolutely unnecessary V"* 
inexcusable 

Neither need you take violent drugs. Drugs that 
rend your system Drugs diat do you more harm than 
good There’s an easier, better, simpler, surer way 
A deliaously flavoured, pleasant, pure and absolutely 
wholesome vegetable compound for your trouble, i5 our 
fnendship’s offenng to you to^y This safe, sane and 
effective retnedy ts Laha’s luver Tome Its work scems 
almost magical 

Your indigestion or biliousness or constipation or 
loss of appetite, or dull, sluggidi, tired feelings wiU I* 
absolutely forgotten Laha’s Tome is also taken 
to prevent malaria, jaundice, typhoid and everything 
brought on by stagnant hver, stomach and bowels 

You were bom hcalffiy You’ve a nghl to 
be healthy You can be* Laha’s Tome works *ttb 
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nature Nature sometunes needs a boost when 
unknowingly blocked it 

A nipee bottle of Lahas Tonic starts you 
road to a happy change TTie oUfune zest in life 
keen appetite, that buoyant, bounding energy and 
sound, sweet sleep at n^t will soon be yours Cij^„ 
more. You won r let a rupee stand between you 
all thu — certainly not * 

The Ontral Drug Store has a package ready f^r 
you Go and get « now Doni wait, don’t suf^j^, 
don t keep on taking the wrong stuff— the road to 
health lies before you 

Yours for quick results 

ADJUSTABLE BED REST FOR INJURED 
Here is a thirtywlay free tnal offer 
as a itneere inducement for tnal of a 
humanttanan device to be usedm pain 
fkl accident cases 

InvESTIGATC— PV ALL MCANS 

Dear Doctor, 

Knowing it will quickly commend itself to 
as a positive blessing to patient physician and nur^^ 
alike we arc very aniiious to despatch you our Sick Bej 
Rest for immediate tnal 

Readily adjustable to any bed, it is the most mgen, 
ous of latter-day sick room devices. 

You d find its uses and Eicticfiis surprisingly manj. 

It saves the patient saves the nurse, saves the doctor 
Whether for chronic invalid or accident patien^ 
the Sick Bed Rest does away with a world of suffennp 
inconvenience trouble and time-loss ’ 
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Its humanitarian phases, in addition to its Vi-ondcrful 
utility, flcxibilit), adiplabiiity in handling the most sen 
ous cases, we are sore, would strongly appeal to >00 

The Bed Rest is n^dy named. It brings to the 
sick room a helpful, restful, soothing influence, greatly 
reducing nervous strain on the paoent and minimizing 
the work of ihe physician and nurse 

Test It thirty days at exit nsk then return it at our 
expense if not supremely sausfac*or> 

Just send the endosed card today It doesn’t 
oblige >"00 in die least. Wc ate only glad to demons- 
trate thoroughly No ham done if you don’t keep it ' 
May we hope >ou mail the card at cnee’ 

Yours very truly, 

FOLLOW-UP LETTER ON' THE BED REST, 
Tlus d«vic« U a T«lte{ to the patient,, 
a credit to the doctor, a help to the 
nurse. The thirty-day return privilege 
puts the proof up to the article itself. 

Dear Doctor, 

We’sx brought down to a simple, painless science 
the handling of fractures of e\Tty kind, the moving of 
paralytics and helpless patients generally That’s why 
the Sick Bed Rest tnatcnally lessens >Wir anxiety over 
the process of due ch«actec 

This new appliance, besides handling and bfting 
patients without the least discomfort, makes changmg of 
bedding, or the use of bed pan, a quick, non troublesome 
c^jcranon both for the curse and her charge 

The Sick Bed Rest has die warm, willing endorse 
ment of ec-ery pbysicuo, patient and nurse, where\cr 
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used All arc highly enthusiastic over its smooth opera 
tion and the grateful ease it avoids the patients 

No slipping, no jolting, no shocks — absolutely 
pamless lifting and lowering, with the individual scarcely 
realizing he is being moved The Bed Rest is quickly 
adjustable to any bed rail by a patient clamp and easily 
adapted to any width or length of bed 

It IS a relief to the patient, a credit to the doctor, 
a help to the nurse 

Strictly at our own risk we want you to try it 
The card enclosed entitles you to our offer of thirty- 
day return privilege 

Kindly mail it to us to-night, so that we may ship 
without delay We are positive you will be strongly m 
favour of the appliance within twenty four hours after 
Its being put to use 

Feeling that you will find it wise — to avail yourself 
of our offer in to-night’s mail, we are. 

Yours very truly, 

A TYKE LETTER ANNOUNCING NEW LINE. 

This dealer offers a special discount 
on standard make to introduce hit 
goods. It IS a letter that tells the 
facts, yet uses words sparingly. 

Dear Sir, 

Good news ' 

We have just taken over the wholesale and retail 
agency for the Mars Warranted Tyre We propose to 
make a big showing in the introduction of them. There 
IS but ore way to this — and. 

More good news I 
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We will ofier a liberal pna reduction for n*o weeks 
on this hi^ quality tyre, so that motonsts will be 
irtercstcd m giving it a trial immediately 

Every purchaser of this tyre gets a wnttcn guarantee 
of 6 000 miles. It has many solid quahties of endurance 
that substantiate evtry test given it by fi^tonsts. Combed 
sea island fabrics of hi^iest grade go into the Ivlars 
carcass Only the best, pure new In-c rubber is used m 
the trade Skilled workmen make the Mars Tjtc bv 
hand It is vulcanized slowly Rigidly inspeaed tho- 
roughly tested. 

To mducc you to try ihis tyxe at once our offer 
u — ^We will allow you a 20 pet cent discount on all 
Mars T)Tes bought before May lOtK 

We hope you will pronely take advanugc of this 
unusual offer Rarely, if ever, is a tyre of Mars quality 
offered at so liberal discount 

This tyre will prove a big money saver lor you 
Better get in your order n^t now — this big discount is 
positively off on May lOth. Yours very truly, 

OFFERDiG A DISCOUNT ANT) FREE TRIAL. 

A good mail salesman is careful ta 
show he understands what his pros* 
pect particularly wants. By this 
method the writer wins sympathetic 
attention. The special offer and per 
sonal tone in this letter are spurs to 
immediate action. 

My dear Doctor, 

^ Will you kindly fill out and send me personally, 
the enclosed mailmg card, after selecting the s^'Ie of self 
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filling fountain pen you like’ You are making no 
purchase and in no v/ay obligating yourself You are 
simply invited by me to tty this paragon of perfection 
in fountain pens I am anxious to have you do 
so whether you need a pen or not 

If It isn’t positively the most satisfactory, convenient, 
clearly and constantly ready to-wnte fountain pen you 
ever used, you can return it without comment. If aftti 
ten-day’s use it endears itself to you, I shall indeed be 
glad to have you keep u, deducting a discount of 25 
per cent from the enclosed illustrated list, and remitting 
the low net price 

I repeat chat in mailing this card to-day, you are 
making no purchase and in no way obligating yourself 
I am quite sure, however, that you will not be willing 
to part with this remackabU founuin pen after you ha^ 
tried It Of all those you have seen advertised or tried, 
the CntTERlON IS positively the last word in successful 
fountain pens 

It ts realty cured of all the bad habits of othef 

It writes the moment it touches the paper — no down 
ward ink or get ready motion is necessary It is temper 
proof No other self filling pen can be filled or cleaned 
with the perfect ease, swiftness and safety from ink soiled 
fingers, desk or clothes Cleanng the CWTCRiON simply 
consists of the same instantaneous operation as fiJ/ing, 
only you use water 

I feel, Doctor, that one of these pens will be a 
source of constant, genuine satisfaction to you, and 
would ask that m filling out tlus card you state whether 
you prefer a fine, medium, or coarse pen point After 
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jxiu find It an ab^lute mnovatjon m non troublesome 
fountain pens I am going to ask you to ac«pt with 
our compliments in addinoo to die 25 per cenc tiiscount 
a clip-clap po<ict retainer to be attached to the pen, which 
IS a wzy useful little safety device 

So many members of the medical profession are 
ROW using Crtterios because of thetr freedom from 
fountam-pen faiJts, dat I am almost positive >ou will 
be just as bghl) gratified after a few day s tnal 

May I hope Doctor diat you will make a selection 
and mail us this card to-day'^ 

Smccrtly yours 


THE FOLLOW UP POUC\ 

Here is a ien» of letters tbowin? 
how follow-ups need not b» pestering 
Dear Sit, 

May we ask how you liked the Morning Sun 
agarecre ’ 

Is not It a refresher’ 

Somethmg mce. 

Somedung differenL 

And only Rs. per KW in a nice tin. 

Yours truly, 


Dear Sir 

This IS just a reminder dial our best services are 
always at your disposaL 

And, if you had now had an opportunity of testing 
^ these sample agarettes of combined vancty of Tnchino- 
poly and Monghvr blended mto the finest ipiality of 
3IER. 20 
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Indi3 Tude articles, your osinica o( them wiU be greatly 
apprectated 

You will rtmember we sent you samples of the 
agarettes at Re 1/ per tin of fifty 
It IS our most earnest desire to give you ent re 
satisfaction, and as the cigarettes were not to 
your likmg we are, naturally, doubly anxious to hear 
whether one of the above brand suited you to nicety 
Yours very trul), 


ELI^^r^'ATI^G LETTERS 
When regular follow-ups fail to 
elicit answers, it is advisable to break 
through a regular schedule of follow- 
ups Here tt a very personal co-n- 
mumcation intended to bring a reply. 

Dear Sir, 

About a month ago I sent the enclosed to you as 
one of a select list of in Bombay 

It missed 1 

Either it went in the W P B «trai^tway or 
Present service was so satisfactory that no change 
was desired. 

There was no job at the moment to quote on or 
I struck a wrong note somewhere 
You know more than I do Do me a favour — tell 
me vdiy it missed. 

Yours very faithfully. 


I5ear Sir, 

May I a^ you a personal favour ? 
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It IS evident to me that tterc is some big doubt 
or difficulty in I'our mind, but 1 do not know fust vvhai 
It IS. 

V^'ill >Tiu in confidence, tell me’ 

If I then find I can see a wav of helping >-oi^ over 
jour difficulty, I will ol course do so But if there 15 no 
way over or around it, I will be perfrctly frank witfi you. 

Ycisrs et? 

PROVTN’G THAT A GOOD AUDIT IS 
A ^'ALUABLE ASSET. 

Here the value of an audit is well 
expounded. The idea of its eSect upon 
the &rm’s standing and general credit 
is one that wO) strike ddep with the 
thoughtful business man. It is a vital 
point, well included in any accounting 
letter. 

Dear Sir, 

A good audit is eloquent evidence of >our film’s 
gnawth It speaks of your progrrssive spint, your 
irodemisnL It means you arc down lo-now in 
and acnon. It has a good effect upon everyone 
vdiom you deaL Banks and business houses prc^nptly 
ronduded chat you are successful and proud of comimon 
of your business. They like to deal wnth a 
this — rficy extend credit gttiecously and gladly 

In addition to the above advantages, a good audit 
also gives you better and tugger ideas about the pxjssi- 
bilities of your business. Furtbennore, it puts )c^ on 
your guard against rmsiakcs of die past. 
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Our auditing service differs from the ordinary — we 
have a specialist for every branch of this work. He 
knows that one branch well He does nothing else 
When we undertake your work, rfiis group of specialists 
concentrates on your Accounting system, thoroughly ana 
lyses It, and bnngs to bear all of its expert knowledge 
Your tax problems alone, properly amlyseJ, will 
mean a much bigger saving than you thought possible 
Our attorney has had long and valued experience in this 
particular work, and you ger the full advantage of his 
services without additional charge 

It does noc oblige you to bate one of our repre 
sentatives’ call His suggestions may prove the de 
sirability of having an audit made or a new Accounting 
system installed Write us to-day, stating just when 
you want to see htiil Your letter will be productive 
of many benefits — and they will be immediate 

Yours very truly, 

APPLYING FOR A POSITION AS 
SALESMAN. 

Here is a straighUout, manly talk 
that proves (he applicant has a know* 
ledge of the correct principles of 
salesmanship Confidence is a sales* 
man’s highest asset. 

Dear Sir, 

Will you let me come to your office and sell myself 
to you, thereby proving I can sell your merchandise 

I have just read yout adverasement It is just the 
opportunity I’ve been looking for 



MODEL. LEHTERs 


3W 

Ha\-e had ample expencnce selling a line simd^ 
to yours, and can bring let^^ (hat will show a desn 
and successful sales record. 

You v.'ant a man who knows the goods andthc tradt. 
You want a producer who has ambmon aggresst'"® 
ness — and nei-er puts off all to-morrow the sale he can 
make to-da> 

1 can measure up 
When can I call’ 

Yours respcctfulli 


COLLECTOB ASSERTS HIS ABIIJTI TO 
GET RESULTS 

This 18 a letter that breathes energy 
and aetmtr If the reader has had 
p remo u s &tsagrees&\e vtpenwiees NTith 
collectors^ he ts urged to hold himself 
open to connctioa and give the writer 
an opportomty to prove his ability 

Foun-d ’ A Collector \X ho C<v • 

Dear Sir, 

I can collect eiTt} rupee due to vou. Eixt) rup« * 

This IS a broad stac em c u L Bu I m here to prove 
It at my own nsk. 

No matter whether )V5u or somebodv else failed 
to get It nor how sceptical j-ou are about collectors, 
nor bow dubious of the wnters ability — jet the fact 
remains diat yoa’ve found the collector who can — 

Who can get jrur monc) for j-ou. 

Lets rot waste tune correspondmg. Action 
utterance 
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Fill out the enclosed claim blank right away and 
send It in Put us to test, at once Make us ;)roje, at 
our own risk — not yours 

President Wilson said “No man’s too great to 
change his mind— in fact, be proves his greatness when 
be does change his nund ” If you’ve had an unfavour 
able expcnence with collection agencies and thought they 
were all alike, change your mind right now, and be open 
to conviction. • 

An immediately 

Youfs for surprising results, 


AKOUING VALUE OF ADVERTISING 
SCriMCE. 

Not th« price but what the literature 
accomplishes is to be considered, the 
writer urges. To make his ideas sale* 
able additional suggestions are oiTered. 

Dear Mr Harmon, 

This answers your good letter of the twentieth 
With advertising literature, it*s not what you pay, 
it is what you get for what you pay 

“You never paid such prices for letters ” That’s a 
pretty good sign you’ve a genuine surprise in store for 
you as to what a letter can do • 

Your mailing campaign roost likely needs a new 
analysts, so that the most attractive and forceful plan 
may be put inro effen at once 

All this you would find in the letter compositions 
we propose to furnish You’d get back your initial ex- 
penditure a thousandfold 
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Furtfcermore, after you send us the details, vvell 
probably have suggestions about ywr stationery and 
printed matter wtidi alone w3i be wotdi the pnce We 
mabc no e x tr a diarge for dus 

Outside of die mere fee involved, I should be most 
happy to help vou get better tettims on every rupee voj 
spe n d for printing and poOa^e 

Fajdifu{i> yours. 


APPLYING FOR A POSITION* AS ORGANIS- 
ING EXEComT:. 

Here U & good, fraal, straigbt-for' 
werd statement of a man^s ea^bilitles, 
td^ls and asbltioos. It U osnsnally 
effective beeaese of its brevity. 

Dear Sr. 

I warn a man size ]cb I want a job with a lot 
of respocsibilitv and hard work problems to fight, 
obstacles to mTOOTue, where there are big stakes to 
wm — and my rewards are propoct i onaie to mv effort. 

I believe nt what Bksoa said “Success is 10 
per '-enC la^aranon and 90 per cent, per spiration.” 

Tie created, perfected, marteted products. Tve 
organised and sold stoda Pve made a market that 
called foe meteased faclioes. Tbe business I liad, grew 
from a one-man affair Co a three-quarter culhoti-pecjeat 
enterprise. 

So. I fcnoft dat topes, obstacles, picfalU. Mv 
eapenencB and mistakes can {rofit me in some new 
I opportunity where I may keep others from the same 
fclunders “Often fa2uic is only opporturucy yanfcmg 
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US out of the wrong path” The College of Hard 
Knocks IS mankind’s greatest school 
My age ? Forty. 

Judgment? Mature. 

Health ? Good. 

Record ’ Qean 
Expencnce ? £road. 

Ambitjpn ? Endless. 

What is your greatest business need’ When can 
you and I talk it over? 

Who knows? May be sucass waits 'round the ^ 
comer for both of us' 

Yours sincerely, 

SOLICITING AN ORDER TO )kRITE 
BUSINESS LETTERS. 

A daring argument advanced in an 
unusual manner, but commanding 
attention because it is direct and brief. 

The reader’s attention is cleverly called 
to an enclosed circular. He is urged to 
employ a writer whose material will 
bring results. 

Dear Sir, 

You want your business letters to make busy men 
sit up and sign order blanks, or write cheque, send 
telegrams, ask pnces or demand other information 
“Yes?” Then- 

No matter how busy you arc, or how important 
your other mail_that camc-widi this — 

Be careful ' DonV* miss reading the enclosed, j 
You can’t afford to take thfc-responsibility. 
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And when jou read it, bear lhi5 in mind The 
greatest doctor rarely cures himself The wisest man 
can’t see his own faults So the keenest advertiser gets 
die other fellow’s ideas He doesn’t fight conviction 
he welcomes it 

Two heads arc better than one. Let’s get 
together to plan that new senes of letters, that booklet to 
the trade, that arcular to the general pubhc, that 
maEjaamc page 

Let us send some one to see you We’ve i^oise 
less, soodung, satisfying representative — and he’s 
dying to come 

Won’t you name the day’ 

Yours very truly^ 

APPLICATION FOR A STEKOGRAPHItj 

pusmw; 

This letter^ because of its terse, 
direct sentences, convinces the em> 
ployer of the applicant’s intelligence^ 
good taste, judgment, and knowledge 
of the correct principles of letter 
writmg, which are priceless qualifica* 
tions for any stenographer or secre- 
tary. 

Dear Sir, 

I have read your advertisement very carefy^y 
By Its wording and tone, I judge you want a Steno- 
grapher who 

— takes dictaoon rapidly 
— gets It down accuiattly 
— transcribes « coneaty 
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— spellj and punctuates properly 
— IS neat in her typing 
— arranges her letters effectively 
— reads her letters for errors 
—puls them on your desk in neat, accurate, 
perfect shape 

— IS punctual, pams-taking and husiness-like 
— remembers ^hat you tell her and reLeves 
you of every detail she can. 

I have had the nght training and am confident 1 
can fulfil the above requirements to the letter 

My address is given above should you svant me to 
•call for an interview 

Respeofully yours, 

APPLYING FOR A POSITION AS 
CORRESPONDENT 
This letter talks straight from the 
shoulder and is a splendid example of 
the kind of a letter the applicant can 
write. Few business men would 
hesitate to give the writer a hearing. 

Dear Sir, 

Your advertisement for a corresp>ondent attracted 
me because I have had unusual experience m this work 
and believe I can fulfil your requirements to the letter 

You, of ccur»e, want vour routine correspondence 
•and sales letter wntten m forceful, clean cut style that 
gets Ksutcs 

You want them to bmig more mquines, orders or 
remittances 

You don’t want them wordy or ambiguous 
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Yoa don’t want dsetn poocly phrased, cc illiterate, 
with inoroper spelling or tncotiect punctuat-on. 

You want theta to be direct and to the point — to 
get jiour storv across — to make up the other man’s mind 
— to bring bade somedung 

I feel that I know my wodc, and, what is more 
hke to write letters better than anv thmg else o the 
ivorld. “ Art ” said Robert f Scesenson, ‘‘is man > 
]ov m bis worlc.” 

We can the salary after I know jour 

requirements more fuUv I am awaiting tor that call 
Yours eamssdy, 

ORIGINAL DESIGN A FINE CRATniANSHIP. 

CI«an-eat apparel appeals to the lire 
man who wants to look suceessfcl. 

"nie writer here lays stress on an 
unosoal departure in men’s attire, 
approved by men of modem ideas. 

Dear Sir, 

Pardon me ' I don’t want to bother j-ou. 

But Fm more than armous to dicw >ou the 
stunnmg new clothes about which we recently wrote you 

They made an Instaneous Hit. E>3zens of men, 
who like the dotfaes j-ou like, have been comerted to the 
sanelv amstic ideas of this ongmal designer, who has 
dared to cast precedent aside and do things differently 

His clothes breathe smartness — Success ! 

Bv all means come and see these clean-cut, common 
garments, as vitII as our fanltless autnmn models, idndi 
thus j-ear are reallv a tnSe topp«r th_an an>-thing their 
talented craftsmen ha\’e ever turned out. 
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I’m going to expert you within a day or two 
You’JI be very glad you nude the ImU visit 

Cordially yours, 

GETTING IN TOUCH WITH A NEW 
CUSTODIER 

A good general selling talk that 
arouses the prospect's interest and 
implants a certain confidence. The 
dosing line is especially effective. 

Dear Madam, 

To-day wc wnic you, because we (ce\ this is really 
your store We run it, but every cuitemer owns a heatt 
interest in it 

In buying our merchandise, wc have a fixed policy— 
not to expenment witli goods of unknown quality It 
IS OUT duly to protect you against the doubtful kind 
Wc do* Some merchants “take a chance on goods 
they make a larger profit on Cut this score’s buying 
methods arc founded upon the principle of making 
staunch friends through sterling merchandise 

We do not rely too much on die advice of travelling 
salesmen, as many do Wc make our own investigation 
and comparative tests We must know the goods before 
we take the responsibiit^ of recommending them to you 

So, in this store you buy with a sense of security 
that is bom of solid confidence Your patronage will 
be warmly appreciated by us, not m words, but in deeds 
• — m giving you bigger valuet, belter service, more 
Satisfaction 

We will be happy to have you come m at any time 
Whether you buy or net, visif us often Frequent visits 
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help you to keep posted fin fresh amvals, late stales, 
attnmvc nos-elties, special values. 

Remember, this ts your store— don't neglect “ 
own.” CorduUy >ours, 

^^^N^^NG BACK A NEGUGENT 
CUSTOMER. 

This letter can be used to bring back 
trade that is perhaps straying in other 
directions. It has a good earnest tone 
without being toa urgenL 
Dear Madam, 

Human nature is pretty inudi the same the 
c^er No one likes to be forgotten. 

Somehow, here of late w feel as thouj^ this 
must bate slipped )tMjr memot) We notice jou’ve \5een 
coming m tery seldom. Naturally, our cunosif^. ^ 
aroused We wonder what can be keepmg >ou 

Most of our patrons seem enthusiastic over ©yj 
service and merchandise, and because we do not 
lose a good customer, we felt impelled to address this 
letter to you today 

We hardly believT chat your infrequent visits c^uld 
be due to any dissatisfaction on youz part. If anyth^tg 
had occurred to cause ymi di^leasure or inconvcnM.jj^ 
W’e feel sure you would have given us the opportumty t© 
make it nght. If there should be any such reason, w©©’t 
>xiu call promptly and tell us what it is? 

The management of this store bas always felt n ^ 
sery ^aal pnvilege to platx its merchandise and sei^j^ 
at your disposal Happily, we enjoy the patronage jnj 
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confidence of d’e best pct^le in dus community, hence 
our earnest desire to have you increase your trade at this 
store We will spare no pains to prove to you that your 
custom IS smcerely appreaatecL 

We cordially invite you to renew jcur habit of 
visiting hcre» and assure you we will do all in our power 
to make you feel doubly welcome Why not come and 
<^c us within the next few days’ It would be a special 
pleasure to know this letter had accomplished its mission 
We arc expecting you 

Yours very truly, 

SOLfCrTING PUPHS FOn a business 
COLLEGE. 

Here an earnest appeal is made to 
the student's desire for progress m 
business life. The letter explains how 
the training lays a secure foundation 
for greater opportunities. 

Dear Sir, 

There are two kinds of people — those who are 
always getting ready to do soinediing, and those who 
go ahead and do it 

You want to be the man who goes ah*ad and does 
It You want to be numbered among the successful ones 
who did things instead of dreaming them 

Right now the Mason Business Gillcgc can 
thoroughly equip you with the know-how that will carry 
forward, surely and swiftly Right now this school can 
give you that better, broader ttatning that leads straight 
to a big salary and a reqxmsible position Right now 
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the “ college witn a record of promises fulfilled car 
make j'oa a failureproof man sure of hinself, firm in 
hiS krowledge of v.h_t he can do absoluielv certain ol 
success 

The reason this school has produced so many- 
effiaent young men is diat it is more than a mere 
“ business college.’ We teach business conduct as well 
as the conduct of busmess-prinaples These dungs are 
as deeply importam to the student as the technical 
knowledge ist instil You can netcc go uxottg in 
business with the nght business standards. 

To be trained is to be necessary To be untrained 
IS to be unnecessary Make die notld need you and 
youll neser be missed in the t^orld. Come to Mason 
College and capitalise your mtelLgence at the highest 
possible value The training wiU pay you big di> dend‘ 
all your life 

Mason Business College is the ha\-en of high 
eSiaency people to which hundreds of emoloiers turn 
when they’se a job worth while for a man worth while 
So when you come to Mason College youll haie a 
chance to seize the opportunity after preparing for it 
Your Mason training is the passport that opens the 
door of every business office where real ability is in 
demand. 

I want to know you and want you to know me 
I want to know your hopes and ambitions When 
you get this letter, whether you intend to come to Mason 
o- not, I want you to sit n^t down and write me fully 
about your plans and pro^cts, just as diough you were 
talking to your own fadier I feel that you will never 
be sorry you did That letter you wnte me might change- 
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the course of your whole life— who knows’ Why not 
Write today’ To-day’s better than tomorrow "Today 
always is 

Sincerely yours, 


A BOOK'TIIAT BUILDS NEW BACKBONES 
The reader is made to feel that this 
book holds success secrets that have 
long eluded him The personal 
rewards assured to the purchaser are 
strongly emphasised 

Dear Sir. 

I ve a little book that means worlds to you It 
means more, much more, than you ever dreamed a little 
book could. It has within its pages the most startling 
and practical jicescnption for success ever written down 
by the hand of man. 

This small volume has actually — changed the course 
of men’s lives And you can read it in an hour ’ 
That one short hour will mean more to you than any 
year of your life thus far Please don’t think I’m 
exaggerating just to interest you I’m telling the plain 
unvarnished truth 

Now, because of its almost unbelievable influence 
upon the life of every man who reads it — its magical 
effect upon his immediate prospects and plans — it is 
called 

“ Tlie Miracle Storj.” 

Let me sincerely say that every day you delay read 
mg It you are heedlessly passmg by something you’ve 
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probably sou^t for years — sought, longed for, envied 
and admired tn olhcfs — something that v.ould give jiiu 
the of getability — that power of accomplishment, of 
cashing m on your abilities, of govTtnmg joursclf and 
the other man of turning dceams into realities, of chang 
mg hope to ha^e, may be to must, and uncertainty or 
fear into vrgorotts, unafraid successful action ' 

“The Miracle Story” really tells you m clear, 
heart to-heart style things that dnve the big thought 
home I know you’ll be profoundly glad I wrote you, 
glad you “listened” to me and sent for this book, grate 
ful that you drank in its every word and made it a 
new part of you. It wdl give you fresh strength, firmer 
purpose for all the uungs of hfe — new real vigour of 
nund and spmt, a surer, mote buovant belief tn yourself 
that will stay with you for ever 

The book costs It’s worth ^200,000 By the 
way — pretty expensi\-e, that $2 for one hour — hut 
Get this well m your mind 

It might be a blamed sight more expensive not to 
read it. Not to read it may cost you many thousands 
Think K over I’ll be ^2 richer if you write today and 
put that amount m die envelope, but at the end of a year 
you’ll look bad: and say that }2 was die most mulciply- 
mg money you ever spent. For “The Miracle Story 
IS a magic book diat builds new bath bones and bigger 
bank accounts It will pay huge dividends to you and 
you alone. 

Send for it — send to-day 

Yours smccrely. 


ilER. 21 
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INTBIATING SPECIAL ISSUE OF A 
MAGAZINE 

The follawing letter combines soIi» 
citation for subscription and ad\ ertisc> 
ment for a special issue 

Dear Sir, 

Unemplo^Tnent staring in the face— tb->t is the 
problem nav/ agitating the mind of the educated classes 
m our country 

Yet many avenues of employment, hundreds of 
works are left unattended m the country The<e 
await our energy and attention for development 

The September number of JnpUSIRV uiU deal 
with several sudi problems — this wJI be the Small 
Industrics SpeO-al Number— unique m contents and 
circulation The price will be As 8 only unless you 
register yourself for free sample by 20th Septembe* 

Huge number of appbeants are being registered now 
and several thousand extra copies are b*mg printed for 
broadcasting,-— this is at a time when the country » 
looking forward for mcreased twsiness everywhere 

You are certainly feeling that business must be 
welcomed during the blooming season, you cannot allow 
It to walk out by ill treatment. 

Your business to be successful demands wide pub- 
I city — the best publiaty that can be made amongst the ' 
largest buyers 

You can put your story through Industry to the 
best buyers among its most f^ogressive readers And 
the added circulation of the September issue amongst 
a special class of busine» people will certainly prove of 
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g-eater bereft. Wc are closing forms on 20rh Sepcetn- 
ter 

In the c^ar.whiie ^»e are at jtxir ser^nce 

Yours fo^ Progressn-e Business. 

SEEKING KEN’EWAL OF 5IAGAZINE 
SUBSCRIPTION’. 

A letter vindly depicting the 
reader’s loss should he fail to renew 
his subscription. The many attractive 
features are again well presented. 

Dear Mr Mason, 

A bnlliant new pro^amo^ for big surprises «i 1935 
‘ PnntiBg Helps ’ ard “ Arusoc Tjpographj ! ” And 
this IS to Vi-am )ou that ycuc subscnptions are pisc 
eipinng — and j'ou mustn’t let them. 

You’d be missing the treat cf >'Out life- For the 
publishers of * Printing Helps ” and “ Artistic T)-po- 
graphy’’ base a whole fiodc ol fresh mnoi'at’ons up ther 
slecsTs, things with the tbnll ot urespectcdness in them, 
stunts in type-craft and slats m colour, pho^oengraiing, 
electro-typing and hthographv, that will add a keen new 
zest and buoyant relish to your appreaation of diesc ivel 
come monthly visitors 

Each of these splend-d magazines will carry broader 
tnspiauon and bigger helpfolress with es-ery succeeding 
issue m 1935 

Don’t cii'er thmk of imssmg a sirgle number' They 
represent a mcmng picture show of mynad smart sug 
'^gcscons to die fellow who must keep down to-now m his 
lire of work. 
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Don’t shorKircujt dus line of live vibrationi L*t 
them keep coming You might afford to do without 
other periodicals you’re talcing, but not these, «of these 
Now a-days, when every branch of endeavour is crowded 
to-the guards with competition, a fellow needs all the 
ideas he can get hold of 

And just let this little tip seep into your system like 
air You are going to get a grander value for your 
money this year — a more magnificent feat of good 
things than ever you fed your observing mind 

Another thing' You might prefer to renew for 
“ Printing Helps ” alone, if so, send me Rs 6 Or. if 
you want simply "Artistic Typography,” that would 
be Rs 3 

But the two together are what you shouldn't be 
without The pnee is a pittance compared to their 
profit possibilities to you. Agreed’ TTien let’s reach 
foe the cheque book and have it over with Dtp your 
pen in the ink of wisdom and make that remittance 
Yours sincerely, 


OFTEKING DEALER EXCLUSIVE AGENCY 
IN RAINCOATS. 

Here is a letter written in true circus 
style,, but the users of >t wanted this 
kind of a letter and none other. It 
did the business. 

Gentlemen, 

Excuse us, tut Mfc’rc all excited, effervescent, J 
exultant* Raincoat orders are pouring in torrents Our 
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merchant fnends are reapmg a npc, nch hantst of 
profits, and the only cloud over our happiness is that 
your order is not here 

Don’t pie, pause, pemder or procrastmate Plunge 
right into this t^toanng not of raincoat reduction 
Right now a bigger profit opportunity is rapping on ytnir 
door with a UaninKt of pure gold. 

Get in' Get m this glonous gold gathenng ram- 
coat game with head, heart and hand — and yw’U soon 
have enough extra profits to buy that big pew tour 
mg car 

Everybody’s «llmg our raincoats. You could sell 
them and make 100 pet cent Still suffer profits on our 
better lines. 

And the moment you buy of us, w flatly refuse to 
sell youi con^utors. This means >'OU can back them ail 
dean off the board with your Iwer prices— if you act 

tlOVs 

Make up your mind this vwy miruie to do the 
wboppmg-big lamcoat business of your locality, and gel 
that order of yours nght off' You want to pile up yout 
profits before the other fellow gets started, so remember 
Thnce armed is he who hath his quarrel just, ” but 
“four times he nho gets his blow in fust'” 

Get your blow m fust * 

We don’t want money in advance. Terms 2 per 
cent, 10 days, or net 30 days, and you’re welcome to 
shoot the goods n^t back at our expense if it isn’t the 
•pic and span, snappy, swift sethz^ s'uff Vit say it is ' 
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Come on with what order and you’ll have a record 
smashing, rush business m raincoats Get it going 
Write or wire — quick! 

Yours for more money mecchandise. 

SENDING CATALOGUE OF INFANTS' IIEAK. 

This letter is adapted to strictly 
mail-order merchaodhe. It takes the 
place of the travelling: salesman, 
making the selling talks almost as 
effectively as he would do in person. 

It emphasizes the economy of buying 
from a firm with small expense and 
reliable business policy. 

Dear Sir, 

The enclosed catalogue is for your careful considera 
tion It will save you a lot of money It is practically 
our travelling salesman Every number of it is worth 
while 

We sell mfants’ bonnets direct to you by mail, and 
allow you the 10 per cent Jobber’s discount to add to 
your profits 

We employ no travellmg men No big salanes to 
pay and no large expense accounts to add to our selling 
cost All this IS to your advantage. 

So every article in the enclosed is distinctly a big 
value — an extraordinary offering and one you simply 
cannot afford to overlook 

Not only can we give you th* utmost varies for your 
money, but each and every number we manufacture is a 
destrable one, a live one — a style that will find read/ 
buyers 
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Oij; tccEEts ars by tJsc niQSt apptovw! 

ffietbccis We glrp * genuine praie in ie workman^lup, 
fit, finish. 3T-r^ fashion of eceiy arncle nsmed cut. 

Our senile b. fully op to the standani of our pro 
d-icts This pajsscaknig scrupulous care m filling 
vour orders. It also fn^er. proo^ delivery — no ezd-ses 
or delay We nake all shipomts on the dot. It also 
TTPar^ we are always willing and anxious to accommodate 
you m. any way diat wJl be to your advaata^ oc pfotic. 

Such IS cur btamess policy It is founded upon 
tntegcTty, sqaare pn^^ clean methods. 

Make up your order n^it away Don’t W3.c Go 
throu^ die catalogue caiefolly from begnnm^ to erd- 
iVow 13 the Cr-« cn get the bonnets you want at the 
lowest prxes, good ones can be sold for — and rou 
10 per cent. Jobbers' disasuct into the fcargam. 

Dent lay aside «« cat^o^ie. Today is die tisoe 
to take advantage of die odenrg therein, and once vou 
•order direct, you will always do so. 

Hoping to book your kind order by return mail 
■wc are Yours for satisfaction, 

AX ACCOUNT ONCE BEGUN KEEPS 
GEOWING. 

Here is another good savings taTV 
that can be used for genera! scCcita- 
tion. The pruposal cf a test is good 
psychology — sure to prove productive. 

Dear Sir. 

Tbs flank welcome you as a saving d^sitor 

It believes you will feel bercer, fare better, sleep 
irore sourdly and enjoy life more deeply dimugli th^ 
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satisfaction of having a snug savings account here — an 
account you began perhaps m an indifferent way, but 
which grew and grew until you began to tate a real 
interest in it and found real pleasure in adding a nice 
deposit at every opportunity 

Many savings accounts are begun in a half hearted 
sort of way People often start them ‘ just for fun ” 
They somehow feel as though they need to save but 
cannot save Yet once they’ve begun and the account 
begins CO grow, it is a source of great comfort and 
satisfaction. 

We urge you to tiy the plan of opening a small 
account After you’ve deposited even a few rupees, sec 
if the impulse doesn’t come to you very soon to make 
another deposit Then another and another — and thus 
you keep on, happily adding to your growing capital 

This babtt of uvuig is simply a t^tutal bumui tcait 
that leans coward self'advancement The man or woman 
with a savings account has a sense of secunty with a 
feeling of ihdepcndena that m themselves arc worth a 
great deal 

A savings account, too puts more pep and purpose 
into his or her daily life 

You find, as many others have found, that the road 
to independence is by way of the Receiving Teller s 
window * 

Do not hesitate, do not wait, do not argue with 
yourself — just begin 

We’re waiting to welcome ytxj — come in n^t away 
and get started. 

Sincerely yours. 
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DESTiniTE H03IE SEEKING HELP. 

Desbtnte Home in leeldng help 
from pobUc detcnbes# in brief 
outlines, its work and shows what it 
expects to do for the destitute. 

E)ear Sir, 

Will you help us to bring sunshine into the lives of 
the destitute and forlorn people of our land? 

A ^ance at die illustration m the enclosed will 
show you what is being accomphshed. 

95,775 children have been hfied out of the shadow 
into the sun 7^08 are now being supported and trained 
5 are admitted daily 

The Qvartet of dicse National Hotnes is “ No 
destitute child ever refused adous^on" There is no 
red tape no votes are required, there is no waiting Lst — 
the need of the child ts the only consideration. 

Many of these children come from the gloom of tht 
slums. We give them a new environment, build up 
healthy bodies and minds, tram them and place them 
out in the Motherland and m the OomHiions as healthy, 
honest and God fearing anzens It u a good invest 
ment, for the children are the Nation’s and mdeed the 
Empire’s greatest asset 

Become partners in this wodc with us, and help to 
keep the Sunshine Gate swinging Perhaps you can oil 
the hinges, or give the Gate a push, wide enough to 
admit one child into the Homes 

A slum life or a sunshine life Which shall it be’" 
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I know what your answer will be. and I know )ou 
■will send a Oinstmas gift to help the little ones 
“I was a stranger and yc took Me m.” 

Yours faithfully, 


START WITH A RESULT. 

Tills letter gives in brevity descrlp* 
tion of goods,, sources of goods and 
what Is more necessary, use of goods 
which are ordinarily the most neces* 
sary points in drawing attention. 

Gentlemen, * 

Quick work — 1,000 checks a minute 

Accurate work — every perforation clean and clear 
through the paper , 

Dependable work — no breakdowns or delays in 
operation 

Long service — your perforating needs solved for 30 
years to come 

These are the four reasons that explain why the 
American Canceller has already been installed m many 
large banks 

They arc also the reasons why this new machine m 
your bank will reduce labour costs and eliminate entirely 
any upsets In routine, or annoyance due to the need of 
repairs on your present equipment 

Note on the little folder enclosed the various points 
that make the Amcncan unquestionably the most efficient 
present check<ancelling equipment. 

A liberal exchange allowance will be made on your 
present check-cancelling equipment 
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U«e trie card for full mfocmatiott — pncs and 
eschange allowance 


OFFERING REDUCTION OF PKOmDI 
FOR A CORRESPONDENCE COURSE. 

Hus letter from the file of a leading 
Director of Physical EducatioQ in 
America presents reductioii of charges 
which is likely to stir np a vacillating 
enquirer into immediate action. 

De.\b pBlEJia, 

Goirg to mate j-ou a present of ^1700 cold cash' 
AH I wane you to-do is to fill out tte quescons 
on the odier side and mat! co me. I want to prove to 
you Vkhat a v.tmderful mtisde buildmg course I have. 
If you wdi faithfully foUow my instructions for a few 
months, you will cot only have a ^lendid development 
ind ezcelleot strength, but you be filled to the 
tnm with pep and energy that only a real well trained 
athlete knows. You will just thnll with vitality You 
just have to get strorg — that is all there is to it. 

If I could meet you face to face, I Icnow^ I could con 
vmce you in a few minutes, and you would be so impress- 
ed that your desire for a better body would he greater 
than ever. 

As a mattes of good faith on your part, when you 
fin out the quesaens on the odier sufc. smpty enclose 
— one half the price of tnf course — and then you 
may keep the odw ^17 for yourself. 

Mosr tenes when prices are cut, something is taken 
away from, the ongmaL I can assure you this offer is 
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dilTerenr You will receive the same instructions, the 
same undivided personal attention and the same pro- 
gressive exerasers, as if you paid me $34 00 in fuD 

The only thing I insist upon is that jou tate advan 
Uge of this offer and enroU with me on or before 
Monday, October JQlh for after that date this oppor 
lunity closes and all money received will positively be 
returned Your letter must bear postmark of that date 
or previous to that dale 

Come on then, lets ge started for time is dying and 
cadi day counts 1 

Today IS your birthday — lo-day begins a new life 
Let us make the most of it 

Do not Watt Until the Last day before Enrolling 
Obey that impulse Do not Uy this letter aside 
but sit down now while you are reading it and ffll out 
the questions below and become my pupil at once 

I await CO become your teacher Command me ' 
Yours (or success and development 
PS In case of delay ui mails 1 will accept your 
enrollment if mailed wuhin one week from date 
of receipt of this letter 

1NDUCI^G A STUDE^T TO ENROLL 
The follow up is remarkable for its 
optimistic tone and mentions vividly 
the advantages the enquirer derives 
from enrollment 
Dear Friend 

I feel glad that you are going to become my pupil 
for It means another strong man and booster added to 
my vast army of athletes 
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I know jw VitU enjoy «Tty lesson Fll outline for 
jw and I am sure j-ou will 6nd our entire correspond 
cnce will be a very pleasant one. I hope )-ou will firmly 
snd. to )-our resolution and not postpone jour enroll- 
ment, for ymi know tune flics and cadi day under my 
guidance counts. 

You can depend on me treating jxm fair and stjuare 
m every reflect dirou^out ^xnir entire course and e'tr 
afterwards, for remember, cnce )-ou enroll wnth me >'ou 
are mj pupil for life. You are welcome to write me 
as often as jw wish on any problem pertaining to 
{^ysical mlture and you will always And me glad and 
willing to answer all yxxir letters. 

Wiii best wishes, I am 

Ycuts for success emd dnelo^mcnl, 

tree gift of a sowenir 

This cirailar letter issued by a 
business magazine admirably latro* 
duces a helpful souremr not too costly 
to be given away free to subscribers of 
the magazine. 

De« Sir, 

Is it not a fact that >rxir hugest pfobJem as regards 
yxiur personal wtitk is this — to free yourself from the 
coundess details diat crowd your day and prcitnt your 
concentrating on important a&irs — to rclieie your mind 
of the worry of remembering die many petty but necesr 
sary dungs diat must be attended to — aitd yet be su« 
that they vtll a!l be remembered end got done^ 

We ha« soKod dus pnAlem for you. You can 
now free yourself of these details and memory worries. 



For System's i^oeket Secetary ' will do for you 
as perfectly as a mechanical Device can — and serve you 
in many other ways every hour of the day 

Thu supremely useful Device comes to jou 
Absolutety Free — with your subtription to System the 
pre-eminent Magazine of Business that bnngs you every 
month the actual methods and policies that progressive 
nrms arc using to overcome the slump and maintain 
their profits — the latest schemes for increasing turnover 
and getting more orders, best ways to cut costs and ex 
penses new selling and advertising phns^ifice short 
tuts and tune saving ideas SyiUm will ptov* Vorth 
many timc^its small cost of 20/ a year and with n 
you gee the Pocket Secretary Free 

And you take no rnk — because 1 want to make this 
o/Fer as fair as it can be here is my guarantee your 
money promptly refunded if after examination you want 
to return the Pocket Secretary and SYSTEM as un 
satsfactory With this guarantee will you post the slip 
now’ 

Yours faithfully, 


PuiNiTD er PoBiisiieo »r N BANnjir fo» iNoumy Poetisireis 
Ltd at tub InDusray nxts Shambazab Cucutta 



